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July 2010 MyTRS Training for School Business Administrators

P Agenda

‘lq About MyTRS

Part 1 Getting started
m Accessing, logging in and navigating MyTRS
m Registering employees, accessing accounts
® Managing your employer information

Break

Part 2 Deduction reporting overview
m Understanding the process
m Submitting payments electronically
m Importing deduction reports

Lunch

Part 3 Deduction report processing
m Reviewing, correcting your deduction report
m Finalizing your deduction report

Q&A and Break
Part 4 Training for security administrators
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About MyTRS
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Goals for today...

Introduce everyone to MyTRS
Provide an overview of the application

Assure you that help is readily available
online and over the phone from your
MTRS Employer Services Representative

As a result of today’s training, you should:
® Understand the what and when
" Have a feel for the how
®= Know where to go for help

Setting expectations: MyTRS cannot be
mastered in one training session

4 MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
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Introduction

MyTRS is here!

= A comprehensive, secure, web-based
application

= Key features for employers:

* Online payment and reporting with
real-time error reporting and correction
(no more disks)

= Integrated new hire registration

= Access to registered employees’
contribution rates (no more estimating)

= Ability to track employees’ work histories
(employment status, leave, termination
and retirement records—all in one place)

®m MyTRS is compatible with Firefox 3.5.3 and Microsoft Internet Explorer 7.0 or higher.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 5
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Introduction

| What does MyTRS mean
for me?

= MyTRS will introduce new processes and
efficiencies, but your role will be the same
as it is today...

= Determine MTRS membership eligibility
= Register your employees online

" Track enrollment

= Report monthly retirement deductions

* Inform the MTRS of changes in employment
status

* Provide service verification
= Coordinate insurance payments for retirees

6 MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
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Introduction

How does MyTRS affect
deduction reporting?

= The MTRS report file layout structure has NOT
changed

*= The MTRS has already required the elimination
of aggregate records in reports—thank you
for your cooperation!

= Districts will be required to submit monthly
payments and deduction reports via the

]
n———— Internet
- = MyTRS will subject deduction reports to more
stringent data accuracy validations

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 7
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Introduction

Today'’s
program and materials

= ® Combination of PowerPoint slides
?.__;3 and live demonstrations in MyTRS @

. i = Specifically, review the basics of:

* Logging in to and navigating MyTRS

= Registering employees in MyTRS

* Processing your EFT payments

= Reporting deductions online

= Viewing and updating your employer info
and your employees’ records

= If you are a security administrator,
managing your colleagues’ access

B Live demonstrations are labeled in your booklet and indicated by the pointer icon.

® The significant screens used during the live demonstrations in MyTRS are reproduced in
this booklet for readability. Note, however, that, for illustration purposes, the exact data
used during the presentation may differ from what appears here.

B Several new deduction reporting concepts and features are introduced in MyTRS. We will highlight
and emphasize these as we review them throughout the presentation.

8 MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Part 1
Getting started

» Accessing, logging in to
and navigating MyTRS

Registering your employees and
accessing their accounts

Managing your employer’s general info

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 9
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MyTRS Training for School Business Administrators

Part 1: Accessing, logging in to and navigating MyTRS

MyTRS employer access is
based on role

= After you log in, your access and read/write
capabilities are based on your assigned role
and security settings:
Role Access

Security All MyTRS functionality
administrators

“Regular” users All MyTRS functionality
EXCEPT user set-up and security

Read-only users Same as “regular” users,
except read-only

" Security administrators will determine
each user’s role and can also tailor access
for individuals

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Part 1: Accessing, logging in to and navigating MyTRS 11

Accessing MyTRS from the MTRS site...

The Official Website of the Massachusetts Teachers' Retirement System (MTRS)

Services Mass.

MTRS‘ MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

» News pMembers p About the MTRS Pk Contact us

Home > Employers

Employers

Employer login

SEARCH

Emplover forms

Homea

Training and reference info

Calendar

Archive: Broadcast e-mails and Employer Bulletins

School District list

Retiree health insurance

Disability retirement processing guidelines

School nurses: Issues to be aware of

Working after retirement

Salary augmentation and enhancement provisions (also known
as extended longevity buyout, or "ELBO,” plans)—Pensionable
vs. nonpensionable payments

» Program guide: MTRS School Business Administrator Training,
Site map Fall 2009 (pdf, 20 pages; 1.5 MB)

L I B A I I

m To access MyTRS, go to the MTRS website at www.mass.gov/mtrs > Employers > Employer login.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 11
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12

Accessing, logging in to and navigating MyTRS

Logging in for the first time...

* Enter your username and password

= Username will usually be your first initial and
last name

= Initial passwords are assigned to each user by
your security administrator

Thursday, July 1, 2010

! é JS MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM

Username:
'jfre.ta;

Password:

....... o]

Forgot Username | Forgot Password

® Usernames are unique identifications in MyTRS that normally consist of your first initial and your
last name. If there are others who have the same first initial and last name as you, your middle initial
may be added.

Example Name ....... Irene Gordon
Username. . . . igordon

B Your initial password will be assigned by your security administrator, and you can change it
whenever you choose. However, your username can be changed only by the security administrator.
If your name changes, ask your security administrator to update your account.

m If you forget your username or password, choose the appropriate link and follow the on-screen
instructions. Please note that after three failed log-in attempts, your account will become locked.
If you get locked out, contact your employer’s security administrator to unlock your account.

® When you log in to MyTRS for the first time, the account settings window automatically opens.

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Part 1: Accessing, logging in to and navigating MyTRS

U pd ate yo u r |Account Settings I
a Cco u nt Password Restrictions:

-Password must have a minimum of 10 characters
-Password must have a minimum of 1 numeric characters

-
settl n g s TR -Password must have a minimum of 1 non alpha numeric characters

-Password must have a minimum of 1 capital letters

NOTE: To change your password, reset your security question, and/or e-

. Reset mail address, select the appropriate checkbox. Then, enter the required
information in the selected section. Click Save after making all your changes
pa SSWO rd to update your account settings.
(per password Usemame: jfreitag

restrictions) !

Old Password: ,7

" Establish iy

Confirm New Password: [

secu ri ty [Reset Security Question] [
question R ————

Enter Answer to First Question: |

* Enter e-mail r

address S——

Re-enter e-mail address: [

Save ,_ Reset

-

B Password restrictions: Your password must meet the MyTRS requirements in order for you to save
your new password. Your password is case-sensitive and must contain at least ten characters,
including one of each of the following:

B a capital letter (A, B, C, D, etc...)
B a number (1, 2, 3, 4, etc...)
W a special character, such as @, #, $, or _ (underscore).

B Reset password: Select Reset Password and enter the initial (or old) password; enter your new
password, and then re-enter your new password to confirm it.

m Establish security question: Select a security question from the pull-down and enter your answer in
the space provided. The answer is case-sensitive.

® Enter e-mail address: An e-mail address is required. If your e-mail address was entered into your
account by your security administrator and appears on the screen, please verify that it was entered
correctly and update the information if it is inaccurate.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 13



July 2010 MyTRS Training for School Business Administrators

Part 1: Accessing, logging in to and navigating MyTRS

Your homepage has five sections...

Thursday, July 1, 2010 | Welcome Joel Freitag R | Account Settings | Logout

I ! !{E! RS‘ ° 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL
MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

PLEASE NOTE: Using the browser's back button within MyTRS may cause your sassion to become invalid. Please do not
use the browser's back button, delete key or backspace key to view the previous page; instead click on the
breadcrumb links (in white) that will appear in the navigation bar.

Employer Management ° News and Alerts o

* View Employer Information

Employer training for MyTRS will be held during the month of

* View/Update Payroll Calendar ! ! Y :
July. Registration materials will be sent in June. Please contact
¢ Review Employer Reports, Billing History & Payments wvour Emolover Services Reoresentative if vou have any

* Process Your Online EFT Payments

Your Members

* View/Update Member Information
# Register Employes

Import/Export Files I—Et!S ta | k a bo Ut
* Import New System Data ea C h Sectl O n o

Administration Functions
s View/Update Your Password and Other Account Settings

m The Home page appears after you successfully log in to MyTRS. It includes the following sections:
1) Welcome information and header components
2) Location bar
3) Navigation message
4) Categories and windows

5) Updates from the MTRS

14 MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Part 1: Accessing, logging in to and navigating MyTRS

Welcome information and header components

[Thursday, July 1, 2010 | Welcome Joel Freitag ] ﬁ‘;gm Ta ;l Account Settings | Logout
RS | Ga To Home Page OFFIN MOTT CHARTER SCHOOL
MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM I
View Em‘_‘ls;e!ln‘o"\"s‘.la!‘

View/Update Payroll Calendar
Review Employer Reports, Billing Histary
Process Your Online EFT Payments

View/Update Member Information @ .
Register Employes

Import Mew System Data

QE'A‘.—'L'FC‘JN.‘ Your Password and CHM

® Current date and = I Want To: pull-down menu
user information = Account Settings link
= Logout link
= Employer name
= Help icon

B Welcome information and header components:

B Current date and user information

B I Want To: pull-down menu displays links used to navigate to MyTRS windows;
these are the same links found on the Home page

B Account Settings link
m Logout link
® Employer name

m Help icon, which links directly to the online MyTRS User Guide and Guided Practices resources

B As a security feature, if your session is inactive for approximately 20 minutes, MyTRS will
automatically log you out.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 15
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Part 1: Accessing, logging in to and navigating MyTRS

Location bar

* Navigation path or “breadcrumbs,”
has three parts...

Thursday, July 1, 2010 | Welcome Joel Freitag

RS

MASSACHUSETTS TEACHERS" RETIREMENT SYSTEM

® Home link: Takes you to your MyTRS Home page

m Category: The specific group of related activities found under the four headings in the left column on
the Home page (e.g., Employer Management, Your Employees)

B Current window: The link you selected on the Home page or from the I Want To: pull-down menu

16 MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM



MyTRS Training for School Business Administrators

Part 1: Accessing, logging in to and navigating MyTRS

July 2010

A note about navigating in MyTRS...

Thursday, July 1, 2010 | Welcome Joel Freitag | Want To:

!!Ii! RS‘ 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL
MASSACHUSETTS TEACHERS' RETIREMENT 5YSTEM

You'll see this reminder after you log in...

PLEASE NOTE: Using the browser's back button within MyTRS may cause your session to become invalid. Please do not
use the browser's back button, delete key or backspace key to view the previous page; instead click on the
breadcrumb links (in white) that will appear in the navigation bar.

w | Account Settings | Logout

" Do not use your browser’s Back and Forward
buttons

= Always use the links and buttons within MyTRS
to navigate between windows, tabs, and functions

B Please remember: As is common in online applications, the use of your browser’s Back and Forward
navigation buttons within MyTRS may disrupt your connection to the MyTRS database, resulting in

data loss and errors within your session.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
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Part 1: Accessing, logging in to and navigating MyTRS

Updates from the MTRS

" The News and Alerts section of the
Home page will display general messages
and reminders from the MTRS

News and Alerts]

Employer training for MyTRS will be held during the month of
July. Registration matenals will be sent in June. Please contact
your Employer Services Representative if yvou have any
questions.

® Check News and Alerts for updated information each time you log in to MyTRS.

18 MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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July 2010

Part 1: Accessing, logging in to and navigating MyTRS

Thursday, July 1, 2010 | Welcome Joel Freitag

! i JS MASSACHUSETTS TEACHERS® RETIREMENT SYSTEM

Categories and window links...

[ Employer Management ]

* View Employer Information

e View/Update Payroll Calendar

* Review Employer Reports, Billing History & Payments
® Process Your Online EFT Payments

Your Members

* \iew/Update Member Information
* Register Employee

Import/Export Files

s Import New System Data

Administration Functions

+ View/Update Your Password and Other Account Settings

Go To Home Page

View Employer Information
View/Update FPayroll Calendar

Review Employer Reports, Billing History
Process Your Online EFT Payments
View/Update Member Information
Register Employes

Import Mew System Data

%ﬁ' Update Your Password and Other Ac

ﬂ"fs nt Te: \N

[l Want To:

® These headings represent the four main categories of functions in MyTRS:

® Employer Management
B Your Members
m Import/Export Files

B Administration Functions

B The bulleted links represent different functions within each category, and link to specific windows.

B The I Want To: pull-down menu contains the same links that appear on the Home page, and appears
in all windows. This pull-down menu provides “quick links” to the specific transaction windows,
allowing you to go directly to those windows without having to go back to the Home page.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
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Part 1: Accessing, logging in to and navigating MyTRS

Viewing your general employer info

MyTRS Training for School Business Administrators

Thursday, July 1, 2010 | Welcome Joel Freitag | Want Ta:

Home

Register Employes

Import Hew System Data

+ View Employer Information
+ View/Update Payroll Calendar

* Review Employer Reports, Billing History & Payments
¢ Process Your Online EFT Payments

RS Go To Home Page
! z J MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM ey

View Emplayer Information

Review Employer Reports, Billing History
Prooess Your Onling EFT Payments

View/Update Member Information

View/Update Your Passw:

ar

ord and Other A:;

B The View Employer Information section displays general information about your district:

®m MyTRS contacts (or users) and their roles
B Address, phone, fax and e-mail information

B Federal tax identification number

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Part 1: Accessing, logging in to and navigating MyTRS

Using window tabs

" Tabs allow you to navigate to other
related windows within a window

Thursday, July 1, 2010 | Welcome Joel Freitag

! é JS MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM

Home » Employer Management » View Employer Information

Demographics Additienal Information Contacts

+—t—t

Tabs within a window

m A white background indicates the active tab (the tab you are currently viewing); a gray background
indicates inactive tabs.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 21



July 2010 MyTRS Training for School Business Administrators

Part 1: Accessing, logging in to and navigating MyTRS

[i Want Te v || Account Settings | |Logout

Thursday, July 1, 2010 | Welcome Joel Freitag

I ! !12! RS‘ Go To Home Page
MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM ERE L BRI R
Wiew Employer Information
View/Updsate Payroll Celendar
Review Employer Reports, Billing History
Frooess Your Onlineg EFT FPayments

View/Updste Member Informstion
Register Employee

Import New Systern Data

Employer Management
|View/Update Your Password and Other A

* View Employer Information
¢ View/Update Payroll Calendar

* Review Employer Reports, Billing History & Payments

mployer traiming tor My will be held during the month of
July. Registration materials will be sent in June. Flease contact
your Employer Services Representative if you have any

& Process Your Online EFT Payments questions.
Account Settings
Your Members s—.rm-r] FrrTtne:
5 . -Password must have 3 minmum of 10 characters
* View/Update Member Information -Password must have a minimum of 1 numeric characters
-Passwerd must have a minemum of 1 mon alpha numenc characters

* Register Employee

-Password must have a minimum of 1 capital latters
NOTE: To r_nav»ge your password, reset your secunty questeon, and/or a-
mail address, select the appropriate checkbex. Then, enter the required
mfarmation in the selected section, Chok Save after making all your changes

Import/Export Files
¢ Import New System Data i ade lacanusslaiy' o
Usarmamse: jfraitag
Reset Password (m]
Administration Functions sEa
e l * View/Update Your Password and Other Account Settings ] O
Resel Security Question C r

Seliact First Security Question:
Ester Answrer bu First Question

Three ways to P
navigate to account settings... o

r

Save Reset

B The Account Settings window is where you maintain your password, security question and

e-mail address information.

B There are three links to the Account Settings window:

B at the bottom of the Home page,

® at the bottom of the I Want To: pull-down menu, and

W in the upper right corner on every window.

22 MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Demonstration 1

Navigating MyTRS and using Help

Step 1: Log in to MyTRS.

Thursday, July 1, 2010

! é JS MASSACHUSETTS TEACHERS® RETIREMENT SYSTEM

Username:
ijfreitag

Password:

Forgot Username | Forgot Password

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 23
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Demonstration 1: Navigating MyTRS and using Help (continued)

Step 2: Choose a link from your MyTRS Home page, using either the links in the
window or those in the | Want To: “quick links” pull-down menu.

y - —
Thursday, July 1, 2010 | Welcome Joel Freitag | Want Ta: A

RS Go To Home Page HDFFIN MOTT CHARTER SCHOOL
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

View Employer Information

Account Settings | Logout

View/Update Payroll Calendar
Home Review Employer Reports, Billing History
Prooess Your Online EFT Payments

View/Update Member Information
Register Employee

Import Mew System Data

Employer Management

* View Employer Information

* View/Update Payroll Calendar

* Review Employer Reports, Billing History & Payments
* Process Your Online EFT Payments

Qil:—'.v:'Up—datE Your Password and D‘thl:—r;‘-'\)c

Your Members

+ View/Update Member Information
* Register Employee

Import/Export Files
(- Import New System Data )

Administration Functions
(- View/Update Your Password and Other Account Settings )

® Note: For Demonstration 2, we will choose Register Employee from this window.

m If you need help at any time, just click on the red Help icon on the top right corner of the page and
MyTRS will go to the help text that is related to the window you are in when you click Help.

24 MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Demonstration 1: Navigating MyTRS and using Help (continued)

Step 3: Choose Help for guidance on the content of the current window.

& Logging in to MyTRS for the first time - Windows Internet Explorer

£ | https trb.skate.ma.us v Sk 1SERS_5
lusearchuy whavoritesy [ @ < > =& 8
~
@ MyTRS Employer User Guide —
([ Guided Practices Guided Practices : Logging in to MyTRS : Logg TRS for the

m Logging in to MyTRS
E Accessing MyTRS

mgoqqinu in to MyTRS for the first time Logging in to MYTRS for the ﬁrSt time

@ Resetting your password
v 5 ; T -

S e e e o 1) Enter your assigned username in the User field.

@ Resetting your e-mail address

2) Enter your Password.
@ Managing Multiple Employers

m Using Basic Nawvigation 3) Click Log In.
@ Using basic navigation in MyTRS Thursday, April 29, 2010
@ Using category and window links MTR
@ B / MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM
[E] Using the lacation bar |

@ Uszing the I want to: header pull-down figh
@ Logging out of MyTRS
@Viewing and updating member data

@ Registering employees Username:
Viewing employer information
@ g employ: Password:
@ Payroll Calendar b e q
@ Deduction report import
@ Deduction report editor Forgat Usemame | Forgat Fassword

@ Reviewing employer account transactions an
@ Processing EFT payments 1
@ security administration

The Account Settings window appears.

You must reset vour password, select a security question, and enter or verify vour e-mail
address when you log in to MyTRS for the first time.

Thursday, May 13, 2010 | Welcome Joli Brant | wan Te

i Ry MASSACHUSETTS TEACHERS" RETIREMENT S¥YSTEM

w | Account Settings | Logout

Home » Administration Functions » ViewfUpdate Your Password and Other Acoount Seftings

Account Settings

-~
|

b
Password Restnctions: —

Diore € Tnkernet v v EI00% <

®m MyTRS will open the Help menu that is most relevant to the window you are in when you click on the
Help icon. The Help menu is fully searchable.

B The red Help icon is not available in pop-up windows, but can be accessed from the primary window
that generated the pop-up window.

m The Help menu also includes a section containing “Guided Practices,” which are step-by-step tutorials
on how to perform specific transactions.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 25
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Notes
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Part 1
Getting started

Accessing, logging in to
and navigating MyTRS

» Registering your employees and
accessing their accounts

Managing your employer’s general info

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 27
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Part 1: Registering your employees and accessing their accounts i

Your Members
= Registering employees

Thursday, July 1, 2010 | Welcome Irene Gordon

View Employer Informaticn
H i View/Update Fayroll Calendar
one Review Employer Repas, Billing Histary

Process Your Online EFT Payments

™ formation
Register Emplayes

Imzart New System Dats

|1 want To:

=] Account Settings | Logout

o e OFFIN MOTT CHARTER SCHOOL
MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM SoTotiome Paga

User Information

Employer Management View/Update Your Password and Gther Ad

« View Employer Information

« View/Update Payroll Calendar Em:ln'_.rer_ l:rair!:r'g for M'y_fTRS _\\cili be heh_ﬂ d:Jring the month of
July. Registration materials will be sent in June. Please contact

= Review EmDIovcr_RcDorts, Billing History & Payments vour Employer Services Representative if you have any

¢ Process Your Qnline EFT Payments quESHICRS.

Your Members

= View/Update Member Information
- gister Emplg

Import/Export Files

= Import New System Data

Administration Functions

» View/Update User Information
= View/Update Your Password and Other Account Settings

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
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Thursday, July 1, 2010 | Welcome Irene Gordon

July 2010

RS

MASSACHUSETTS TEACHERS® RETIREMENT S5YSTEM

Employer Management

+ View Employer Information

» View/Update Payroll Calendar

+ Review Employer Reports, Billing History & Payments
* Process Your Online EFT Payments

Your Members

+ View/Update Member Information
+ Register Employee

Import/Export Files

» Import New System Data

Administration Functions

+ View/Update User Information
» View/Update Your Password and Other Account Settings

View Employer Information
View/Updste Payroll Calendsr
Review Employer Reports, Billing History

| Want To:

Go To Home Page

Process Your Online EFT Payments

View/Update Member Information
Register Employee

Import Mew System Liata

View/Update User Information

View/Update Your Password and Other Ag

Employer training for MyTRS will be held during the month of
July. Registration matenals will be sent in June. Flease contact

your Employer Services Representative if you have any
questions.

® The View/Update Member Information window provides demographic and employment

information for your employees.

m The Register Employee link is used to add new employees to MyTRS.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
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Part 1: Registering employees, accessing their accounts 26

Registering your new employees

* Your current employees are already in MyTRS

= The MyTRS registration process requires that
you enter the same basic information as in the
pre-MyTRS form—just in three web pages vs.
the pdf form

= Add new employees to MyTRS in four quick steps:
1) Enter demographic information
2) Enter certification-related information
3) Enter employment information

4) Generate and print the MTRS Enrollment
Assignment Sheet

®" The MyTRS Enroliment Assignment Sheet
was designed to look just like the
pre-MyTRS version

B Please note: Because the employee registration data that you enter online is transferred to the
“employee enrollment” area of MyTRS overnight, the employee cannot complete his or her online
enrollment assignment until the next day. In other words, you and the employee cannot both do your
portions of the online registration and enrollment together in one sitting.

® The employee online enrollment process remains the same as it was prior to the implementation
of MyTRS.
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Demonstration 2

Registering a new employee

Step 1: In the demographics tab, enter the employee’s SSN.

Thursday, July 1, 2010 | Welcome Irene Gordon ||Wsm To- | e S | T

RS 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL
! é J MASSACHUSETTS TEACHERS® RETIREMENT SYSTEM

Home » Your Members » Register Employee

GGl Additional Information  Employment

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL
Messages(1)
Registering employee.

Member Information

S5N: Prefix: First Name: Middle Name: Last Mame: Suffix:

- ® - || [ =

Save and Continue 1 [ Reset |

m The first step of registering an employee is entering the SSN and then seeing if that SSN already exists in
the system for a different member of the MTRS.

m After you enter the required information on each tab, click Save and Continue and MyTRS will
automatically open the next tab (window) in the process. You can use the Reset button to clear the fields
on a tab and re-enter the correct data.

m Fields highlighted in yellow are required fields.
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Demonstration 2: Registering a new employee (continued)

Step 2: If the employee already has a record in MyTRS with your employer,
be sure to use his or her existing record.

Home » Your Members » Register Employee

(nlTg [efalf-Talyl[e>- 0 Additional Information  Employment

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL

Messages(1)
Registering employee.

Member Information

55N: Prefix: Existing Person Found

111007900 [ B
& . The SSM that you have entered is already being used by the following person(s).

MNams
" ALLEM, ROBERT

C[.‘ru you wish tu?)

« Re-enter S5M
[ | Use existing record

(9];4

> = = Va

B Enter the member’s SSN.

m If a person with that SSN already exists, a pop-up window will open, advising you to either choose that
member or re-enter another SSN. The window will display four digits of the employee’s SSN and the
employee’s full name.

B You then have two options:

m If you choose to “Use existing record,” the demographics window will appear with the employee’s
information and you can proceed to Step 4.

m If you choose to “Re-enter SSN,” the pop-up closes and you can then enter the employee’s
demographic information.
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Demonstration 2: Registering a new employee (continued)

Step 3: Enter the employee’s demographic information.

Home » Your Members » Register Employee

Bl  Additional Information  Employment

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL

Messages(1)
Registering employee.

Member Information

(SSN: Prefix: First Name: Middle Name: Last Name: Suffie: )

\‘LLDDDLSDD |2 |m. ~ | [Alexander = [ | [Hamiltan| a2 | |

(:_ Save and Continue _:)L Reset |

B Click Save and Continue.
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Demonstration 2: Registering a new employee (continued)

Step 4: Add the employee’s certification information.

Home » Your Members » Register Employee

sET el =la =0 ~dditional Information Employment

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL
r

Messages(1)

Registering employee.
N

Additional Information

P

Is this employee required to be certified by the Massachusetts |Ye5 vl e
Department of Elementary and Secondary Education (DESE; farmerly DOE)

or Board of Allied Health Professionals as a condition of employment?

Teaching certification: | certificate has been issusd x|

If issued; the certification number is: [123456783 *
and it was issued on (mm/dd/yyyy): |07/25/2005 :I *

by: |oesE (Dog) ==

q__ Save and Continue _9 | Reset |

B Select the appropriate response to the Additional Information section question. If, to the “certification
required” question, you answer:

B “Yes,” additional fields appear on this window requiring your response. Select the appropriate
response from the Teaching certification pull-down menu. The four available options are:

B Not Certified: Click Save and Continue to add Employment information.
B Certification Pending: Click Save and Continue to add employment information.
B Received a Waiver: Click Save and Continue to add employment information.

B Certificate has been issued: Continue to next question and enter the certification number
and the certification issue date for the certification. Select the name of the organization that
issued the certification from the pull-down list [DESE (DOE), Board of Allied Health

Professionals, or Other], and then click Save and Continue. The Employment window
appears.

m “No,” click Save and Continue. The Employment window appears.
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Demonstration 2: Registering a new employee (continued)

Step 5: Add the employee’s employment information.

Home » Your Members » Register Employee

Demographics  Additional Information [sgglsllafet=lid

Emplover: 0110 LUCRETLA COFFIN MOTT CHARTER SCHOOL
-
Messages(1)
Registering employee.
N

New Employment

Employee's start date for this position: [07/01/2010 b
Pasition: |Teacher LI -

Employment status as a percentage of full time: 1o00]*

Mote: Less than half-time is ineligible fer membership unless
employes is also employed by another district, Also, part-time
and temporary employees are subject to a siz-menth waiting
pericd, unless they have funds on account with the MTRS or
another Massachusetts retirement system,

Date of first payroll deduction; 07/03/2010 = -
Is this employee either temporary or a long term substitute?: |Ne v| =

(L Sawe || Reset J)

® Enter the member’s employment start date for the position.
m Select the appropriate Position from the pull-down field.

B Enter the employment status as a percentage of full-time (e.g., full-time employment equals 100). This
number cannot be greater than 100 or less than 0.

m Enter the employee’s first payroll deduction date.
B Indicate whether the member is a temporary employee or a long-term substitute by selecting Yes or No.

m Click Save to move to the final step in the registration process.
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Demonstration 2: Registering a new employee (continued)

Step 6: Generate the employee’s MTRS Enrollment Assignment Sheet.

Home » Your Members » Register Employee

Demographics  Additional Informatior Employment

Employer: 0110 LUCRETLA COFFIN MOTT CHARTER SCHOOL

Messages(1)
New employment information has been saved.

New Employment

Employee's start date for this position: 07/01/z010 | ] *
Paosition: |Teacher j -

Employment status as a percentage of full time: 1o0/*

Mote: Less than half-time is ineligible for membership unless
employes is also employed by another district. &lso, part-time
and temporary employees are subject to a six-month waiting
period, unless they hawve funds on account with the MTRS ar
ancther Massachusetts retirement system.

Date of first payroll deduction; [07/0%/2010 = -
Is this employee either temporary or a long term substitute?:  |{i v |

(L Save || Reset || Print )

B After saving the employee’s employment information, the “New employment information has been
saved” message appears on the window and the Print button appears.

m Click Print to generate the MTRS Enrollment Assignment Sheet.
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Demonstration 2: Registering a new employee (continued)

Step 7: Print the employee’s MTRS Enrollment Assignment Sheet.

Version 6.0 ® July 2009

Enrollment is a
benefit and a very
important part of
your financial
future—the MTRS
is your employer's

retirement plan.

Questions or problems?
617-679-6895
enrollsupport@trb. state. ma.us

Cambridge Office
One Charles Park

MASSACHUSETTS TEACHERS'® RETIREMENT SYSTEM

MTRS Enrollment Assignment Sheet

E"‘";‘:":er. Alexander Hamilton | E"‘P'“S'fgﬁ | 110 |— | 00 | —| 1800 |
Emokoyer |1 one Gordon | Emslover [(978) 555-8600 |
e =i |
Regissaton Subrned D (07/01/2010 |
1) School district’s four-digit MTRS agency code . . ... . ... |0110 |
2) Employee’s start date for this posttion . . . .. ... ........ lo7/01/2010 |
3) POSIION . ¢ v v v e e e e e e e e e e e e [Teacher |

4) Is this employee required to be certified by the Massachusetts
Department of Elementary and Secondary Education (DESE;
formerly DOE) or Board of Allied Health Professionals as a

condition of employment?. .. ..o o i U Mo [«] Yes
5) Teaching certification . . - .. v.vueeenenenenanannn. |'C*Ef“='ﬁ‘=ﬂbE has been ismdl
e e et A 123456789 |
and it was issued on (MM/dd/yyyy). . .. cnveeeen... |07/29/2005 |
DY e et |DESE (DOE) |
&) Employment status as a percentage of full-time . ... ...

Note: An employee must be at least half-time between all employers to be eligible for membership,
Also, part-tmie and temporary employess may be subject to a six-month waiting period, unless they
have previously established membership with the MTRS or another Massachusstits retirement system.

7) Dotz of first payroll dediocBon . - - « - -« oo e eeeeees |07/09/2010 |

8) Is this employee either temporary or a longterm substitute?  [/] No [ ves

July 2010

m A PDF version of the MTRS Enrollment Assignment Sheet displays. The PDF form is very similar to the

current form.

B Use the icons in the PDF window to save and print two copies of the assignment sheet. Keep one copy
for your records and give one copy to the employee.

m The employer’s portion of the registration process is now complete.

m To register additional employees, return to the Demographics tab and click Reset.

®m Workflow suggestion: You can save these assignment sheets in a folder on your computer and then
delete the registration form for any employee as soon as the confirmation sheet is returned. This will

provide you with a method of managing which employees still have not enrolled.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
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Demonstration 2: Registering a new employee (continued)

Step 8: Find your newly registered employee in MyTRS.

Thursday, July 1, 2010 | Welcome Irene Gordon

RS

Employer Management

o View Employer Information
o View/Update Payroll Calendar
s Review Employer Reports, Billing History & Payments

MASSACHUSETTS TEACHERS" RETIREMENT SYSTEM

View Employer Information
View/Update Payroll Calendsr

Review Employer Reports, Billing History
Process Your Online EFT Payments

® Process Your Online EFT Payments

| Account Settings | Logout

FOFFIM MOTT CHARTER SCHOOL

Go Te Home Fage

@

Wiew/Update Member Information
Register Employes

Import New Systern Data

View/Update User Information
View/Update Your Password and Cther Ag

Employer training for MyTRS will be held during the month of
July. Registration materials will be sent in June. Flease contact
your Employer Services Representative if you have any
questions.

Your Members

o View/Update Member Information
* Register Employee

Import/Export Files

e Import New System Data

Administration Functions

o View/Update User Information
o View/Update Your Password and Other Account Settings

m To find your newly registered employee, navigate to the Employment tab in the View/Update Member
Information window.

B When you click View/Update Member Information right after you have registered a new employee,
his or her demographic information will automatically appear. (In other words, in this situation, you
do not have to search to find the new employee’s record.)
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Demonstration 2: Registering a new employee (continued)

Step 9: Check your newly registered employee’s Employment and Event status.

Home » Your Members » View/Update Member Information

Demographics  [ESplsYnEhd

Employee/Member: HAMILTOMN, ALEXANDER (New Search) SSN: OOK-XX-1800

(Employment Information)

+| Controls

Active Start Date ¥ Stop Date Employer  Employer Position Pay Freq| Pay Dur | Temp/Sub Enrollment Status

Code Name

07/01/2010 s i LLCRERS
COFFIN
MOTT
CHARTER
SCHOOL

add | Delete |

[ SE-TELE R R S S LSS

+! Controls
Active Ewvent Start Date Event Stop Date Effective Pay Date Event

nlo?mu’zow |:|-I / / | -Io?mgfzuw I:I.lContributing ;m 100- o

| Name | Value
Rate/R+ Pending Review: [
R+: rd
Regular Rate:
2% Rate: |

1_Save ] [ Reset |

m To check the member’s status:
m Navigate to the Employment tab on the View/Update Member Information window.
® In the Employment section you can see the member’s enrollment status. If you see:
B Pending Enrollment: The member must enroll using the MTRS’s Mandatory Online
Enrollment Process.
m Pending Eligibility: The member’s eligibility is under review by MTRS.
m Never Eligible: It has been determined that the employee was not eligible during any time
at which deductions were sent to the MTRS.
m Processed: The member is enrolled.
m In the Events section, you can view the member’s employment events.

m If the enrollment status is Pending Enrollment, and the event is Contributing, you can fix any data
errors that may have occurred during the registration process. Otherwise, you must contact your
Employer Services Representative to have the information corrected.
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Part 1: Registering employees, accessing their accounts

Correcting
an employee’s enrolilment

" You can correct the member’s registration
information if:
* the Employer Code matches the
member’s employment record,
* the Enrollment Status is
“Pending Enrollment,” and
* the Member Event is "Contributing”

* Navigate to the View/Update Member
Information window > Employment tab

to view this information I

® Note: Once the employee is enrolled, you can no longer change his or her registration information in
MyTRS and you need to call your Employer Services Representative for assistance.
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Home » Your Members » View/Update Member Information

T GhET I Employment

Employea/Member: HAMILTON, ALEXANDER (New Search) SSN: OOK-XK-1800

Employment Information

+| Controls
: Employer Employer o
Start Dat
Active a ate ¥ Stop Date Code e Pasition Pay Freq

07/01/2010 0110 Pending Enrcliment

COFFIN
MOTT
CHARTER
SCHOOL

Pay Dur | Temp/S Enrcliment Status

-

Add : [ Delete ,

+| Controls
Active Ewent Start Date Event Stop Date Effective Pay Date Event FTE % WC %
| o | FEISYERG | 1= Contributing = ool

Rat

| Name | Value
Rate/R+ Pending Review: I_

R+: p
Regular Rate:
2% Rate: —

save | | Reset |
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Part 1: Registering your employees and accessing their accounts 29

Your Members >

View/Update Member Information

Thursday, July 1, 2010 [ Welcome Irene Gordon

! é JS MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM

Employer Management

= View Employer Information

» View/Update Payroll Calendar

+ Review Employer Reports, Billing History & Payments
+ Process Your Onling EFT Payments

Your Members

+ View/Update Member Information
 Register Employee

Import/Export Files

+ Import New System Data

Administration Functions

« Miew/Update User Information
+ View/Update Your Password and Other Account Settings

H ViewUpdate Peyroll Calendar
b Review Employer Repaons, Billing History
Process Your Online EFT Payments

[iwant To: >| Account Settings | Logout

Geo To Home Page

Wiew Employer Infermation

View'Update Mamber Information
Ragister Employes

Impon Mew System Data
Wiew/Update User Information
Wiew/Update Your Password and Other Ag

Employer training for MyTRS will be held during the month of
July. Registration materials will be sent in June. Please contact
your _Emplo yer Services Representative if you have any
questions.

m The View/Update Member Information window provides demographic and employment information

for your employees.

m The Register Employee link is used to add a new employee in MyTRS.
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Part 1: Registering your employees and accessing their accounts {0)

View/Update Member Information

Thursday, July 1, 2010 | Welcome Irene Gordon | Want To LI Account Settings | Logout
RS 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL
! é J MASSACHUSETTS TEACHERS" RETIREMENT 5YSTEM I

Demographics

Select Member: | L Search

* This section has two tabs:
* Demographics: Name and additional information

* Employment: Employment, event and rate
information

® There are two tabs in the View/Update Member Information window:
® The Demographics tab allows you to view basic demographic information.

B The Employment tab allows you to view employment, event, and rate information. You can
add and update your members’ events within this window.

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

43



July 2010 MyTRS Training for School Business Administrators

Part 1: Registering your employees and accessing their accounts

Demographics tab

Home » Your Members » View/Update Member Information

Demographics St

Employee/Member: ALLEN, ROBER| (Mew Search) SN: JOCK-X04-7900

I Member Information ]

SEM: Prafix: First Nama: Middle Name: Last Hame: Suffix:

POC-20-7 500 Mr. Robert | Allen

I Additional Information ]

Retiremant Date: [

* Information relating to the member is initially
collected during the registration process and
continues to be updated via deduction processing
and MTRS maintenance

" To find another member, click New Search

® The Demographics tab contains two sections, both of which are read-only:
B Member Information

B Additional Information
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Part 1: Registering your employees and accessing their accounts 32

Searching in Demographics tab

" To find a member you can search by:
= Last name or partial last name
= Social Security number (SSN) or MTRS member
identification number

= “0%"”, a wildcard that will find and list all of
your members

Home » Your Members » View/Update Member Information

Demographics I mployment

Select Mernbsr[ ah|

Home » Your Members » View/Update Member Information

—

Members for Employer
SSH Member Name Member Number
AHERN, SCOTT BAILEY 190988

AHL, DELTA AMY 318034

O04-XX-2025
J00{-304-2030

®m When your search locates:
B a single record, that record appears in the window;
B multiple records, the results display in the Members for Employer list.

B You can only view member records for individuals who are or have ever been employed with
your employer; you may not view records for MTRS members employed in other districts.
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Part 1: Registering employees, accessing their accounts 33

New concept!

Employment

* Employment information
= Basic employment information

" Events (aka Member Events)
= A history of the member’s employment
status over the course of his or her
employment with your district
(e.g., leaves of absence, military LOA,
workers’ compensation LOA and termination)
g ; = Rate/R+

s

B * Provides the member’s primary deduction
' rate, 2% rate requirement, R+ participation
and on-hold status

® Employment information: Initially populated by the member registration process.

m Events: Employers will now be responsible for adding, updating, or deleting member events. Once a
member has been terminated and there is a stop date in his or her termination event, the employer
cannot change that record and the member must be re-registered.

® Events are important: they affect your ability to process a deduction report, an employee’s
eligibility for membership, and creditable service.

B When entering the effective pay date, make sure it is the pay date on which the new status is in
effect. For example, the effective pay date for a termination is the first pay date a member is
NOT paid.

B You can update the current record and the member event record immediately preceding the
current record (all other preceding member event records are read-only and no fields can be
edited by an employer).

m Rate/R+

m Rate/R+ Pending Review: The member’s contribution rate or R+ status is on hold when the

pending review box is checked and the R+ box is not. If the rate is under review, an exception
will be flagged during the deduction reporting process.

B 2% Rate: If the value in this field is .02, a 2% deduction is required and if the rate is zero,
no 2% deduction is required.
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Home » Your Members » View/Update Member Information

Demographics  [Sgl=l=nl=l
@)

Employee/Member: ALLEN, ROBERT (Mew Search) SSN: O(-XX-7900

Employment Information

+ Conkrols

Active Start Date ¥ Stop Date Ecggéoyer E?ﬂ;ver Position Pay Freq Pay Dur Temp/Sub Enrcllment Status

06/30/2010 / / LA LUCEELS,
COFFIN
MOTT
CHARTER
HOOL

-

Add , [ Delete :

+ Controls
Active Ewent Start Date Ewvent Stop Date Effective Pay Date Event FTE % WC %

| o | CEETEE | W 1= osz010 | Il convrvuiing B | EETO .

| Name | Value

Rate/R+ Pending Review: [

R+: =
Regular Rate:
290 Rate: —

47
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Demonstration 3

Adding an event

Step 1: Identify the current or existing event, and add a new event.

Home » Your Members » View/Update Member Information

Employee/Member: AHL, DELIA AMY (New Search) SSN: XOO-XK-2030

(Employment InformatiorD

+| Controls
Active Start Date ¥ Stop Date Employer, Employer Paosition Pay Freq| Pay Dur = Temp/Sub Enroliment Status

Code Name
'-nglhggg -‘;! - -I

add | [ Delete |
+ Controls

Active Ewvent Start Date Event Stop Date Effective Pay Date Event FTE % WC %

09/01/1998 | =] = 06/30/2010 | =] 09/01/1999 | = [Contributing =] - 100 0
n :I I Fil ] I:.I ot I:I.l Contributing ;[.- I- |
Rate/R+

Name | Value

Rate/R+ Pending Review: [

R+: [}

Regular Rate:

2% Rate: —

‘ | Save .’; Reset

B Enter a Stop Date for the existing event.

m Click Add to create the new row.

m Enter the appropriate information in each of these fields:
m Event Start Date: the first date the new work event status is in effect
m Event Stop Date: should be blank for new current events

m Effective Pay Date: the first pay date that the new event will take effect (e.g., if the event is
termination, the Effective Pay Date should be the first pay date the member is not paid)

m Event: select the type of work event you are entering from the menu
m FTE%: the FTE percentage, if any, in effect while the new event is in effect

B WC%: the workers’ compensation percentage, if any, while the new event is in effect

B Click Save at the bottom of the screen.
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Demonstration 3: Adding an event (continued)

Step 2: Review the newly entered event.

Home » Your Members » View/Update Member Information

Demographics  REp NG

Employee/Member: AHL, DELIA AMY {New Search) SSN: XCK-XX-2020

(Emplayment Infarmation)

+ Controls
Active Start Date ¥ Stop Date ETE;DVE" Eg‘lrﬁl:yer Position Pay Freq Pay Dur @ Temp/Sub Enrollment Status

09/01/1999 R 0110 LUCRETIA Processed
COFFIN
MOTT
CHARTER
SCHOOL

i

Add : [ Delete ,

+| Controls

Active Ewvent Start Date Event Stop Date Effective Pay Date Ewvent FTE % WC %
n 09/01/1999 Iuﬁfam’zuw | -Ingmlflggg |:|.l Contributing i 100 - EiI

p7/ov/2010 | I = i | =] p7/02/2010 | = [LoAFuly Contributing =] = [ hoo] [ ]
Rate/R+

Name | Value

Rate/R+ Pending Review: [~

R+: I_
Regular Rate:
2% Rate: —

Save : [ Reset :
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Part 1
Getting started

Accessing, logging in to
and navigating MyTRS

Registering your employees and
accessing their accounts

» Managing your employer’s
general info
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Part 1: Managing your employer’s general info

New feature!

Employer Management

Thursday, July 1, 2010 | Welcome Irene Gordon I s

¥| Account Settings | Logout

l {S S0 t FOFFIN MOTT CHARTER SCHOOL
!52 J MASSACHUSETTS TEACHERS RETIREMENT SYSTEM el
View Employer Infermation
View/Update Peyroll Calendar
vIEw er Reports, Eilling History
Frooats Your Online EFT Payments

Q@

]

View/Update Member Information
Register Employee

Import Hew Systern Data

View'Update Usar Information

Employer Management View/Update Your Password and Other Ad

s View Employer Information . .
e View/Update Pavroll Calendar Emplayer training for MyTRS will be held during the month of
: 7 EE : July. Registration materials will be sent in June. Please contact
g ] = istory & Payments your Employer Services Representative if you have any
# Process Your Online EFT Payments questions.

® There are four links in the Employer Management category:
* View Employer Information
* View/Update Payroll Calendar
* Review Employer Records, Billing History & Payments
* Process Your EFT Payments

® This section will cover the first two links; the third and fourth
links will be reviewed in our discussion of deduction reporting

B Employer Management

B View Employer Information: Review your address information and your employer contacts.

m View/Update Payroll Calendar: Review, add and update your annual payroll calendars.
This information will be used to validate your deduction reports and must be established
before you begin importing deduction files.
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Part 1: Managing your employer’s general info 37
View employer information

*= Three tabs, all view-only

Home » Employer Management » View Employer Information

TGl Additional Information  Contacts

B Your district’s MTRS representative is listed in the Additional Information tab.
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Part 1: Managing your employer’s g

Home » Employer Management » View Employer Information

Demographics

Additional Information = Contacts

[ Employer Information I

Emplover Code: [p; 10

Employer Name: || JCRETIA COFFIN MOTT CHARTER SCHOOL
Federal Tax ID
Moz
Emplover Tvpe: [Charer

[ Address Information l

Address TR | vaid: ]

ypa:
Address [ 22 2000 -
Pariod: =

Address [srondardization |
Source: >

Address 1: 100 MOTT ROAD
Address 2:

Attention:
Countrv: [UNITED STATES Zim: [017 20-0000

Citv: [acTON
State: [a

County: [MIDDLESEX

Contact Information l

Phone [Primary] (978) 555-8600 UNITED STATES «
E-mail [Primary] lucretia@kl2.ma.us
Fax [Primary] (978) 555-8601 UNITED STATES

® The Demographics tab displays your employer’s general information:
®m Employer Information: Your district’s unique identification information.
B Address Information: Your employer’s location and mailing address information.

m Contact Information: Your employer’s e-mail addresses, phone and fax numbers. Each type of

contact information may contain multiple listings. A green checkmark indicates the “Primary”
listing for each category.

® To update any of this information, contact your district’'s Employer Services Representative.
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Add Itlonal Home » Employer Management » View Employer Information
information

GGGl Additional Information [Eealgivles]

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL

Additional Information

Name . Value
GIC Number: |
GIC Participant: r

Website Address:
MTRS Representative: |Kathleen Kreatz
Correspondence By:

B The Additional Information tab displays supplemental details on an employer, including:
B GIC Number: The Group Insurance Commission number assigned to the employer.

B GIC Participant: If checked, indicates that the employer participates in the Group Insurance
Commission.

®m Website Address: The address of the employer’s Internet site.

B MTRS Representative: The name of the MTRS-assigned Employer Service Representative
(ESR).
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Contacts

Demographics  Additional Information  [JESEhTete

Contacts

Active Name

Home » Employer Management » View Employer Information

The Contacts tab contains
five sections listing your
employer’s contacts and the
details associated with the
selected contact

Cantact Rale: (Sygerintencent

Contact Details

Twpe! [Employer Businass
Prefix: First Name:
Mr. william
Titla:

Buperintendent

[ Address Information ]

Address [mgr =l
Typs:

Address [ 350 .
Pariod:

Address 1t 100 MOTT ROAD
Address 21
Attention:
Country: [UNITED STATES
Gtv: [acTON
State: [z

County: [MIDDLESEX

[ Contact Information ]

Middle Name: Last Name: Suffix:

Malzson

Valid: |7

Address =:andardization
Source:

Zie: |51720-0000

m To view specific information about a particular contact, click the active radio button next to that

person’s name in the Contacts section. The information for that person will then display in the

sections below.

B Your district’s security administrator manages all contacts” access to MyTRS; all users are contacts,

but not all contacts may be users.

m Each contact record contains four sections listing the details associated with the selected user:

B Role: The job function performed by the selected contact.

B Contact Details: The contact’s name and title.

® Address Information: The contact’s current mailing address information.

m Contact Information: The contact’s current phone, e-mail and fax information.
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The payroll calendar

Before you import your deduction
reports, you must create payroll
calendars for the calendar year

" You must create a payroll calendar for
each pay frequency used in your
employer’s Deduction Report Import file
(e.g., 26-biweekly, 21-biweekly,
52-weekly)

® You cannot process a deduction report
that contains pay frequencies and pay

75 dates that are not listed in your
L7 "\/’
L 2
4

1

-
e

pe employer’s payroll calendars

= Some schedules also include summer
pay dates

Payroll Calendar
m The Payroll Calendar section identifies the Pay Frequency and the Payroll Period date range.

B A school year that begins and ends in separate calendar years requires multiple payroll
calendars. For example, a school year starting in August 2009 and ending in June 2010 requires
two payroll calendars: one for 2009 and another for 2010.

Payroll Cycles
B The actual dates on which your payroll is generated within each payroll calendar.

B Summer Pay Dates are pay dates for which the MTRS should not expect to receive records for
employees who were paid in a lump-sum balloon payment at the end of the school year.

®m Employers should select “Summer Pay Dates” in the calendar for employees who receive a
lump-sum balloon payment.
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Home » Employer Management 1. View/Update Payroll Calendar

Fayroll Calendar

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL

( Payroll Ealendar)

Pay Frequency:

.

Payroll Period: [ jan ¢ 2010-Dec 21,2000 w|[ add | [ Delets |

Start Date: g1/01/2010 :I # Stop Date: [12/31/2010 :I *

( Payroll Cycles )

Add || Delete || Generate

b e .

+| Controls
Select Pay Date & Summer Pay

A T
Active Diate

#*

.

01/08/2010

#*

01/21/2010

#

02/05/2010

#

02/19/2010

#*

03/05/2010

#*

03/19/2010
04/05/2010
04/16/2010
04/30/2010
05/14/2010
05/28/2010
06/11/2010
06/25/2010
07/09/2010
07/23/2010
08/06/2010
03/20/2010

#*

R o R e I B R B R

#*

#*

#*

#*

| .. .. .
<A A

1 0 5T I 51 5 T 6 5 5

#

al{EelikeliReliRe]ikelikalinaliieli alikalinelikalikeliRe ] Kell ke

na/n2./2n1n
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Demonstration 4

Creating a payroll calendar

Step 1: Choose the Pay Frequency and Payroll Period.

Home » Employer Management » View/Update Payroll Calendar

Fayroll Calendar

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL

(Pa]rrnll Ealendar)

Pay Frequency: |3z giwesiy |
Payroll Period: IJar 1, 2010 - Dec 31, 2010 ;IL add ] | Delete )

Start Date: [51,01,/2010 :| #* Stop Date: 17/31/2010

(Pa]rrnll Cycles )

Add Delete || Generate

L= = =

B You must create and maintain payroll calendars for every pay frequency included in the
deduction reports that you upload to MyTRS.

m Navigate to the Payroll Calendar window.
m Click the Pay Frequency pull-down. The list of pre-defined options appears.
m Select the appropriate Pay Frequency.

m Click Add. The Payroll Calendar window expands by displaying additional fields and
information.

m Enter the Start Date for the payroll calendar.

B Enter the Stop Date for the payroll calendar.
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Demonstration 4: Creating a payroll calendar (continued)

Step 2: Generate your calendar pay dates.

Home » Employer Management » View/Update Payroll Calendar

Fayroll Calendar

Employer: 0110 LUCRETIA COFFIN MOTT CHARTER SCHOOL

(Pa]rrnll Ealendar)

Pay Frequency: |3z giwesiy |
Payroll Period: IJar 1, 2010 - Dec 31, 2010 ;IL add ] | Delete )

Start Date: [51,01,/2010 :| #* Stop Date: 17/31/2010

(Pa]rrnll Cycles )

Pay Frequency: Bi-\Weekly

Add || Delete ( Generate ) First Pay Date: |n;/p8/2010 :I *
Second Pay Date: [ ¢

i
Last Pay Date: [12/31/2010 :I L
# of Periods:

L=

oK || Cancel |

L=

m To create pay dates, click Generate. The Generate pop-up window appears.

m Enter the following data to generate the calendar:
B First Pay Date: the first payroll in the pay frequency
® Second Pay Date: the second pay date for Semi-Monthly pay frequencies only
m Last Pay Date: the last possible pay date in the pay frequency calendar year

m Click OK.

B The simplest way to create pay dates for your calendar is to use the Generate button as described
here; however, you may also use the Add button to manually create the dates for your calendar.
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Demonstration 4: Creating a payroll calendar (continued)

Step 3: As necessary, update the pay dates.

® MyTRS automatically

P Il Cyd
generates the pay dates for ( ayroll Lydes )

the calendar based on the - . - w
. Add . Delete || Generate |
pay frequency and date
range you enter. ¥/ Contrals
Select
EL= Pay Date & Summer Pay

B After MyTRS has generated Date
the preliminary list of pay
dates, you can update the

calendar to:

oi/os/z010 | +
pi/21/2010 | =
oz/os/2010 | I =
p2/19/2010 | =
oa/os/2010 | I +
o3/19/2010 | =
pajos/zoi0 | =
oa/1e/2010 | =
oa/zo/2010 | =
os/1a/2010 | =
os/za/z010 | =
ps/11/2010 | =
oe/zs/2010 | ] =
o7/09/2010 | =
o7/23/2010 | =
ps/os/2010 | =
pa/z0/2010 | =
oa/o3/2010 | T =
pa/17/2010 | =
1o/o1/2010 | =
1o/1s/2010 | +
to/zs/z010 | =
ii/1iz/2010 | =
ii/ze/2010 | =
12/10/2010 | =

12/24/2010 |7

m Change a pay date
B Delete a pay date
B Add a new pay date

B Indicate summer pay
dates

m If employees receive a
lump-sum and thus do not
receive pay during the
summer period, check the
appropriate Summer Pay
Date checkboxes so
deductions for these
employees do not appear as
missing from the July and
August reports.

B A demonstration on how to
set up another payroll
calendar will follow this.

Hﬂﬂﬂﬂﬁﬂﬂﬂﬂﬁﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ 8
unnnnnnnnnnnnnnnnnnnnnnnnnn
i T T T i T (G ) I e e e s e e e e e e i

: Reset |

4

Save
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Questions?

When we come back...
Part 2: Deduction reporting overview
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Part 2
Deduction reporting
overview

» Understanding the process

Submitting payments electronically

Importing deduction reports
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Part 2: Deduction reporting overview 46

Deduction reporting in MyTRS

" MyTRS contains an integrated deductions
processing module in which you will
fully process your reports:
you will import, validate, correct and
submit your monthly deduction
reports—all in MyTRS

® Reports can be imported directly into
MyTRS or, on rare occasions, entered
manually into MyTRS

*" To ensure the integrity and accuracy of
the data, MyTRS applies a three-step
validation process to all incoming reports
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Part 2: Deduction reporting overview 47

Deduction reporting: Four steps

1) Process your EFT payment

2) Import the deduction report file to ensure:

* File meets the upload specifications
(first-level validations)

* Details within the imported file meet the
specification (second-level validations)

3) Process the deduction report to ensure:

* File details are checked for data quality and
accuracy (third-level validations)

4) Finalize the deduction report process
* Enter payment distribution information
®= Review payment history
* Examine transactions
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Notes
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Part 2
Deduction reporting
overview

Understanding the process

» Submitting payments electronically

Importing deduction reports
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Part 2: Deduction reporting overview 49

Process your EFT payment

= Two types of electronic payments:

= Direct deposit generated by your
payroll systems

= EFT payments generated in MyTRS

Note: The MTRS will accept checks during
the MyTRS transition period

Payment should be sent as the first step
in the monthly deduction reporting process

Separate parties can submit payments
and the associated deduction reports

B An EFT is an Electronic Funds Transfer processed through the Federal Reserve Bank.
® An EFT account needs to be established before you can execute an EFT payment.

m Before you begin processing your monthly deduction report you will need to generate an EFT
payment or send a check to the MTRS.

m It is important that you keep a record of your EFT or check payment details (i.e., date of payment,
amount, bank account drawn from, check number, month covered by payment, transaction ID, etc.),
as you will need to enter the EFT or check details online before you submit the deduction report
to the MTRS.

B Payments must be associated with each month’s report and reconciled once that deduction report is
fully validated. It is the combination of the deduction report data and the payment details that
facilitates MyTRS’s matching of the payments to the open accounts receivable.

B Note: If you submit your payment via EFT, you do not need to complete and send us a Submittal
form; however, you will need to send us a Submittal form if you pay by check.
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Home > Employer Management > Process Your Online EFT Payments

Tab one: EFT Payments

= Establish and maintain bank account
details for your EFT payments
(e.g., start and end dates, payment
account, EFT type and status)

= Set up EFT details for the related bank
account (e.g., bank name, routing
number, your account number and type)

" You can set up multiple accounts;
when you generate the actual payment,
just select the account to draw from

= If you no longer use one of your banks,
simply change the status to “inactive”

B Adding a new bank account is a multi-step process:

B Set up the account and EFT detail information. MyTRS maintains a file of bank information,
so that when you enter your bank’s routing information (found at the bottom of your check),
MyTRS automatically populates the bank identification information.

® MyTRS will then prompt you to complete an authorization and agreement for ACH debit.
B You may print a copy of the form for your files.

® Click on Finish to finalize the account setup.
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Home » Employer Management » Process Your Online EFT Payments

EFT Fayments Pay Mow

Employer: 0670 GOTHAM PUBLIC SCHOOLS

EFT History

[ Delete |

+ Controls
Active Start Date ) Account Name
07/01/2010

EFT Type

Employer Payments

Diescription

July 2010

] 06/0%/2010 [7F

ﬂccaunt Details \

Start Date: o7 /012010 | T
Stop Dote: =

MTRES Employer Payments Bank

Payment Account: | MTRS Employer Payments b |
£FT Type:
\ £FT Status: )
/ EFT Details ™

Bank Name: [FEpERAL RESERVEBANK (| =earch )
Bank fouting
Number:
Bank Account
Number:
Bank Account

Type:
Save

= =R

Reset

” |

FLORIDA BANK OF COMMERCE
(Checking) XXXX5678%

Approved

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

69



July 2010 MyTRS Training for School Business Administrators

Part 2: Deduction reporting overview 51

Process your online EFT payments

Agreement Confirmation

EMPLOYER/RECEIVER AUTHORIZATION AND AGREEMENT FOR ACH DEBIT

Originator: MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM The A uth (0] r|zat|0 n fO I

The Employer/Receiver hereunder, GOTHAM PUBLIC SCHOOLS ("EMPLOYER'), hereby authorizes ACH Debit form and

MTRS to initiate both recurring and single entry debit entries to EMPLOYER'S Checking Account

indicated below at the depesitory financial institution named below ("DEPOSITORY"), and to debit the i i

same ko such account. EMPLOYER acknowledges that the origination of ACH lr;;saclions to said conflrmatlo n neEd tO be
account must comply with the provisions of U.S. law and the rues of the National Automated . . .
Clearinghouse Association ("MACHA") and agrees that transactions hereunder shall be in the NACHA s u b m Itted O r‘ll Ine Just

CCD fermat, unless mutually agreed otherwise.

once per bank account

Depository Name: FEDERAL RESERVE BANK

Routing Number: 11000015
Employer Name: GOTHAM PUBLIC SCHOOLS Employer ID No: D670
Account Number: XXXXX7777

EMPLOYER acknowledges and agrees that it has the scole responsibility to ens)
account listed above will be open to accept transactions hereunder, that suffi
maintained in that account to cover said transactions, and that it has wvenfied t
capable of complying with the U5, laws and NACHA rules goveming transactio)
authorization shall remain in full force and effect until MTRS has received writte] pate: Jul 1, 2010 By Dr Joel Freita
termination from EMPLOYER. The termination notice may be delivered by e-mail ! Tithe: payroll Administrator
class mail, prowided that the delivery of such termination notice shall provide MTRY
a reasonable opportunity to act on it.

Employer Name: GOTHAM PUBLIC SCHOOLS Employey
. Finish | | Print |
Date: ul 1, 2010 oy I
Titles

B When adding a new EFT Account to MyTRS you will be asked to complete the Authorization and
Agreement for ACH Debit form. You must:

B Enter your name and title.
m Click Confirm to authorize ACH Debits. The window refreshes.
m Click Finish to finalize the agreement and create the EFT account.

B You may print a copy of the form for your records; you do not need to send a copy of this form
to the MTRS.
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Notes
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Home > Employer Management > Process Your Online EFT Payments

Tab two: Pay now

* From the Pay Now window, you may create
one-time payments toward any outstanding
deduction report balances

= Payments can be made once a month or multiple
times a month (such as after each pay cycle)

= Payments made before 5pm are applied to the
same business day’s activity; payments made
after 5pm are applied to the following business
day’s transactions

= Reports must be sent monthly
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Home » Employer Management » Process Your Online EFT Payments

EFT Payments EFT History

Employer: 0670 GOTHAM PUBLIC SCHOOLS

Make A One-Time Payment

Payments submitted before 5:00pm EST will be effective for today.
Payments submitted after 5:00pm EST will be effective on the next business day.
Employer Code: 0570

Employer Name: O THAM PUBLIC SCHOOLS

Outstanding Balance: £0.00

Payment Amount:}lz524.00

Bank Name:\| FECERAL RESERVE BAMK(Checking) J00XETTTT v
Payment Reason: || Employer Deduction Report w

Reporting Period: |l0g,/20 10|
L Cancel B

B Outstanding balance: This is a calculated, read-only reference field. At any given time, it reflects the
difference between the amount of deduction payments the MTRS is expecting based on the deduction
reports you have submitted, and the amount of deduction payments the MTRS has actually received.
When you are submitting the payment for your monthly deduction report, ignore the amount in this
field, if any, and submit your payment.

B In Demonstration 5, we will walk through the steps in making an EFT payment.
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Home > Employer Management > Process Your Online EFT Payments

Tab three: EFT History

® In the EFT History tab, you may view
your entire EFT payment history

" To see the details of a past EFT payment,
select the “active” radio button next to
that particular payment; the “"Payment
Request Details” will then appear

= EFT payment history can be filtered by:
" Payment account
® Period “from” and “to” dates

m Use the EFT History tab to review your employer’s payment history. This window contains
three sections:

m EFT history filters: Use the filters to narrow and select your payment record, or a range of
payments to review.

B Payment history grid: Displays a summary of your EFT transactions.
m Payment Request Details: Displays additional information regarding the active payment.

m If you lose your EFT transaction printout, you can get the information you need in the
EFT history tab.
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Thursday, July 1, 2010 | Welcome JOANNA LEVITZ

Home » Employer Management » Process Your Online EFT Payments

| Want To: vl Account Settings | Logout

0670 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS® RETIREMENT SYSTEM

EFT History

Employer: 0670 GOTHAM PUBLIC SCHOOLS @

EFT Payments Pay Now

Payment Account: TSRS | Payment Request Status: 4 v
Peariod From Date: I._-: ------------------------------- T Period To Date: [/ :I

i

Filter ]

+ Contrals

Payment Request Fayment Period From Feriod To Fayment Request
i & Date

Active Employer Name
| 0670 - GOTHAM PUBLIC SCI

Dia D 3
07/01/2010 | 07/01/2010 07/01/2010

$2.524.uu|

| Issued

0670 - GOTHAM PUBLIC SCHOOLS 06,/30,/2010 $2,634.00 06/30/2010 06,30/2010 Issued
0870 - FLORIDA PUBLIC SCHOOLS 06/09/2010 $5,117.16 06/09/2010 06/09/2010 Issued
0670 - FLORIDA PUBLIC SCHOOLS 06/09/2010 $3,119.47 06/09/2010 06/09/2010 Izsued
0870 - FLORIDA PUBLIC SCHOOLS 06/08/2010 $3,411.44 06/09/2010 06/09/2010 Issued
0670 - FLORIDA PUBLIC SCHOOLS 06/09/2010 $3,411.44 06/09/2010 06/09/2010 Issued

ﬁayment Request Details

Payment Account: \TRS Employer Payments
EFT Definition: FEDERAL RESERVE BANK({Checking) XXXX57777
Payment Request Date: ]| 1, 2010
Pariod From Date: j | 1, 2010
Period To Date: j | 1, 2010
Payment Request Status: [0

o

Employer Name:
Payment Amount:
Payment Reason:
Reporting Period:

Transaction Id:

0670 - GOTHAM PUBLIC SCHOOLS
$2,524.00

Employer Deduction Report
06/2010

1401
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Demonstration 5

Making an EFT payment

Step 1: Enter your payment information.

Home » Employer Management » Process Your Online EFT Payments

EFT Payments EFT History

Employer: 0670 GOTHAM PUBELIC SCHOOLS @

Make A One-Time Payment

Payments submitted before 5:00pm EST will be effective for today.

Payments submitted after 5:00pm EST will be effective on the next business day.
Employer Code: Q570

Employer Name: GOTHAM PUBLIC SCHOOLS

Outstanding Balance: $0.00

Payment Amount: 2524 00

Bank Name: ) FEDERAL RESERVE BANK|Checking) J00METTTT
Payment Reason: | Employer Deduction Report b

Reporting Period: foc/2010
L Cance' -

m From the Home page or I Want To: drop-down menu, click Process Your Online Payments and select
the Pay Now tab.

B To create a one-time payment:
® Enter the payment amount.

m Select the bank account for this payment.

® Payment reason will always be Employer Deduction Report. (The Pay Now tab is only used to
process EFTs for employer deduction report payments.)

m Indicate the reporting period.

m Click Continue to Confirm Payment details.

® Note: Your outstanding balance does not include any deduction reports with a Status of “Initial”
(not submitted to MTRS).

m There is another payment reason called “Other.” If you select this option to pay for something other
than an employer deduction report (for example, federal grants), you will receive a message
instructing you to make these payments directly via a check to the MTRS.
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Demonstration 5: Making an EFT payment (continued)

Step 2: Review what you entered.

Home » Employer Management » Process Your Online EFT Payments

EFT Payments EFT History

Employer: 0670 GOTHAM PUBLIC SCHOOLS

(Cunfirm F'ayrment)

Payments submitted before 5:00pm EST will be effective for
today.

Payments submitted after 5:00pm EST will be effective on the
next business day.

Please confirm the payment details that you have entered are
correct.

Employer Code: 570
Employer Name: GOTHAM PUBLIC SCHOOLS

Outstanding Balance: $0,00
Payment Amount: $2,524.UU

Bank Name: FEQERAL RESERVE BANK
Payment Reason: Employer Deduction Report
Reporting Period: 05/2010
Bank Routing Number: wwywwwinols
Bank Account Number: wwywww 7777

|__Finish | )| Cancel |

m Confirm the payment information.

m Click Finish to finalize the payment and proceed to the next step.
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Demonstration 5: Making an EFT payment (continued)

Step 3: Print a copy for your records.

Please print this page for your records.

Payment Summary

Transaction Id: 1401
Transaction Date: J|| 1; 2010

Employer Code: 0570
Employer Name: COTHAM PUBLIC SCHOOLS

(Pavmenl: Amount: $2,524.DD )

Bank Name: FEDERAL RESERVE BANK
Bank Routing Mumber: %% % %0015
Bank Account Number: wywww 7777
Payment Reason: Employer Deduction Report
Reporting Period: 06/2010

m If you would like to print your EFT payment confirmation record:
® Click Print. The Payment Summary and Print pop-up windows appear.
m Select the printer, number of copies and click Print. The Print pop-up window closes.
m Close the Payment Summary pop-up window to return to the Pay Now tab.
m Click Return to refresh the Pay Now window to a blank Pay Now form.

® While making your payment, make a note of the payment amount and transaction ID so that later,
when you are finalizing your deduction report and need to enter that information, you have it at
hand. (Finalizing your deduction report will be reviewed in Part 3.)

m If the payment is rejected by the bank (for example, your bank account information is out of date),
the bank will notify the MTRS, we will notify you, and your account will not be credited for
the payment.
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Demonstration 5: Making an EFT payment (continued)

Step 4: View your EFT History.

Home » Employer Management » Process Your Online EFT Payments

EFT Payments Pay MNow EFT History

Employer: 0670 GOTHAM PUBLIC SCHOOLS @

Payment Account: [

Period From Date:

;I Payment Request Status: [ _;-l
] :I Period To Date: [_.-’:... 7l ; :I ‘_ Filter J

L

+ Controls

Payment Request Payment Period From Period To Payment Request
Date Amount Date Date Status
0670 - GOTHAM PUBLIC SCHOOLS 07/01/2010 $2,524.ﬂ0| 07/01/2010 07/01/2010 Issued

Active Employer Name

0670 - GOTHAM PUBLIC SCHOOLS 06/30/2010 $2,634.00 06/30/2010 06/30/2010 Issued
':] 0670 - FLORIDA PUBLIC SCHOOLS 06/09/2010 $5,117.16 06/09/2010 06/09/2010 Issued
E 0670 - FLORIDA PUBLIC SCHOOLS 06/09/2010 $3,119.47 06/09/2010 06/09/2010 Issued
0670 - FLORIDA PUBLIC SCHOOLS 06/05/2010 $3,411.44 06/09/2010 06/05/2010 Issued
0670 - FLORIDA PUBLIC SCHOOLS 06/05/2010 $3,411.44 06/09/2010 06/05/2010 Issued

ﬁ'ayment Request Details \

Payment Account: pTRS Emp|gyer payments
EFT Definition: FEDERAL RESERVE BANK(Checking) XXXX57777
Payment Request Date: J| 1, 2010
Pariod From Date: 7| 1, 2010
Period To Date: j | 1, 2010
Payment Request Status: [gged
Employer Name: 0570 - GOTHAM PUBLIC SCHOOLS
Payment Amount: $2,524.UU
Payment Reason: Employer Deduction Report
Reporting Period: 06/2010

Transaction Id: 141

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 79



July 2010 MyTRS Training for School Business Administrators

Notes
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Part 2
Deduction reporting
overview

Understanding the process

Submitting payments electronically

» Importing deduction reports

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 81



July 2010 MyTRS Training for School Business Administrators

Part 2: Deduction reporting overview 56

As noted earlier, there are
four steps to deduction reporting:

1) Process your EFT payment

2) Import the deduction report file to ensure:

* File meets the upload specifications
(first-level validations)

" Details within the imported file
meet the specifications
(second-level validations)

3) Process the deduction report

4) Finalize the deduction report process
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Part 2: Deduction reporting overview 57

2

Import your deduction report

A note on MyTRS and BERT...

* Additional validations were introduced in
BERT_2.1 to prepare all of us for MyTRS

® You no longer need BERT to validate your
import files

~

*= Fundamentally the same process as BERT,
2 ' with the formatting and data accuracy steps
" separated:

= Same file structure
(e.qg., text file, 309 characters)

= Same file formatting
(e.g., dates in date fields, salaries are not blank)

* Enhanced data accuracy
(e.g., FTE %, 2% calculations)
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Part 2: Deduction reporting overview

Importing a deduction report

MyTRS Training for School Business Administrators

58

Thursday, July 1, 2010 | Welcome JOANNA LEVITZ

Employer Management

* View Employer Information
* View/Update Payroll Calendar
# Roview Employer Reports, Billing History & Payments

MTRS, |
Go To Home Page P570 GOTHAM PUELIC SCHOOLS
MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM s o st
WViewUpdste Fayroll Calendar
Review Employer Repodts, Billing History
Procsss Your Online EFT Payments

* Process Your Online FFT Payments

Your Members

* View/Update Member Information
* Register Employee

Import/Export Files
[ * Import New System Data I

Administration Functions

» View/Update User Information

* View/Update Your Password and Other Account Settings

| Want To: v | Account Settings | Logout

View Employer Information

View/Update Member Information | @
Ragister Employae

[ Import Naw Systern Data l

ViewUpdste Usar Information
pdate Your Password and Other Aq

m Click Import New System Data to start the process. The Import New System Data window opens.
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Part 2: Deduction reporting overview 59

Importing new system data: Two tabs

Thursday, July 1, 2010 | Welcome JOANNA LEVITZ

! z JS MASSACHUSETTS TEACHERS' RETIREMENT S5YSTEM

Home » Import/Export Files » Import New System Data

Import Files Import Details

Import Files Import Details
® Initiate a new import " View import file details
= Validate and process " View and correct errors

the import file
" View reports
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Import Files tab
The Import Files tab is divided into three sections:
= Filter: View existing imports based on their
import status and upload dates
= Import Processing: Lists all deduction report
imports; use import buttons to upload and
process your deduction files, validate your data,
re-process, and review the import progress
= Processing Summary: Provides additional
information about the import file;
automatically updated by MyTRS ’
Button Action
New Opens the Create New Import pop-up window to upload a new import file
Validate Not used in normal processing, as second-level validation is performed via the
Process button; used in voiding an import file (see Note on page 96)
Process Runs second-level validation and attempts to complete processing of the import file
Refresh Updates the processing status (Process Flag)
Void Voids the import file (can only be used prior to completion of processing)
View Report ~ Opens the PDF view to review the import errors report

86

Auto-Refresh
[checkbox]

Updates the status of the import file as the validation or process buttons run
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Home » Import/Export Files ;. Import New System Data

Import Files Import Details

Filter
ot Tyve: [N /| i Lox strt dote: [55/01/2010 | T
Import Status: _.n.___ <_ File Process start date: [g7/0z2/2010 H_ “|Em_.|u,_
m_. Mew... || = c5..) H.mm_n_.mmj [ waid ) r Wiew _u_,m_u_uh_mlJ._ Auto-Refresh: ﬂ_ v
-+ Cantrals
Import : File
. . Process _— File Load Performance
Active Details I_.mmn_m_. Status Flag Import Type Import Description Start Process Renort

3| Processed Completed| Deduction Report | 0670-10/2009 6/30/10 | &/30/10 )
Successfull File Import 8:42:38 | B:51:42

PM M L/
Data info for 0670-10/2009 Key Values for 0670-10/2009
Rows Loaded: 11 Reporting Period: 10/2009
Rows Processed: 1] Agency: 0570-GOTHAM PUBLIC SCHOOLS
Rows in Error: ESS Flag: [

Rows in Exception:
Rows Successfully Processed: 11
Rows not processed:

Other Information for 0670-10/2009

Import Immﬁ_.mﬂ Error:
Import Filename: .\ v3_import_exporth, v3trn', jlev_06_30_2010_1277944950734_05670 - OCT 2009.txt

Inserted By: | EVITZ, JOANNA
Inserted Date: 05/30,/2010

Updated By: | FyITZ, JOANNA
Updated Date: 05/30,/2010
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Part 2: Deduction reporting overview 61

Importing a new file

= Upload Pass all first-level validation checks
the file to ensure the file meets the MTRS
file specifications
(e.g., correct file, 309 characters)

= Process Correct any second-level validation
the file errors to ensure the details meet
the MTRS file specifications
(e.g., invalid record type, earnings)
Move the report to Employer
Management for completion

= To import a deduction report file, click New;
the New Import pop-up window appears
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Part 2: Deduction reporting overview 62

The first-level validation process

" File must pass the file structure validation

= In this example, the Reporting Period does not match
the pay dates in at least one record in the imported file

= New Import - Windows Internet Explorer

hkkps skate.ma, us

Errors(1)
Pay Date does not match manth of the report being submitted
Import Info
Import Type: ['Doyction Repont File Impart - =

Fil= Name:
I
ST

— [ Bowse. | *

mport (527 0-06/2010 = ]
pian:
=

Repost: |

Arguments

_ Save || Cancel

® The reasons an import file might not pass the first-level validations:
m The wrong file was attached.
m The file does not have a .txt extension.
B A Record does not have 309 characters.
m The agency code is invalid.
B The Pay Date does not match the month of the report being submitted.
® The Pay Date is invalid.
B There is no comma separating the last name from the first name.
B A name has two commas.
m Each first-level import validation error stops the file from loading into MyTRS. When this happens,
MyTRS displays an error message in the New Import window. You cannot correct first-level

validation errors in MyTRS. Load a new file or correct the current file and repeat the import
process.

m If a deduction report file contains multiple first-level validation errors, you must correct every error
before MyTRS will accept the file.
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Demonstration 6

Importing a report

Step 1: Create a new import.

Home » Import/Export Files : Import New System Data

Import Files Import Details

Filter
Tmport Type: V| FileLood start date: =
Import Status: |,a,|| vl File Process start date: :I Frar ]
L riter |
( [ Mew.. ][ walidate ] [process. ] [Refresh J [ woid ][ view Report ] AutoRefresh: [7] )

+ Controls

Adki Detail medor‘t Stat Process I T I 4D i File Load ;”E Performance

ive Details Header atus Flag mport Type mpo escription s rocess | pooo

Completed| Deduction Report | 0670-10/2009 6, )

F_ile_lmpnrt
Data info for 0670-10/2009 Key Values for 0670-10/2008
Rows Loaded: 17 Reporting Period: 10/2009
Rows Processed: 11 Agency: 0670- GOTHAM PUBLIC SCHOOLS
Rows in Error: ESS Flag: [

Rows in Exception:
Rows Successfully Processed: {7
Rows not processed:

Other Information for 0670-10/2009

Impaort Head_er Error:
Import Filename: D:\ v3_import_exporth, v3trn, jlev_06_30_2010_1277944950734_0670 - OCT 2009.txt

Inserted By: | EVITZ, JOAMNNA

Inserted Date: []5)'3[])‘2010
Updated By: | EVITZ, JOANNA

Updated Date: 06/30/2010

m From the Home page or I Want To: drop-down menu, click Import New System Data.
The basic flow
1) Upload the Pass all first-level validations to ensure the file meets the MTRS file specifications
import file
2) Process the Correct second-level validations to ensure the details meet the MTRS file specifications,
import file  and move the report to Employer Management to complete
Getting started

® To import a deduction report file, click New. The New Import pop-up window appears.
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Demonstration 6: Importing a report (continued)

Step 2: Browsing to your file.

& | https:iw3ten.trb, skabe.ma,us/v3trn app? service=external/EmployerPages: MewImport

July 2010

Import Info

Import Type: [Daduction Report File Import

Performance [

Fila Name: | { ][ Browse.. | * ’
Import | =
Description:

Look in; I =3 0870 M}I’HS Deduction Reports

=~ @%@

Report:
Dose g {o nloaxd
Arguments
T a—] ©)

My Recent
Docurments

P
@

Desklop

2

My Documents

<

tdy Computer

&

My Metvwork, File hame:
Places

® Browsing to load a file in MyTRS is just like browsing to load a file in BERT.

Files of type:

) 0840- Calbrdar

=] 0670 - Agli 2010

=1 0670 - OCT 2009

—
[0870 - June 2010 ) N (=
| 41 Files [ | Cancel

B You can use the Browse button to locate and select the deduction report import file; the file and path

will then populate the File Name field.
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Demonstration 6: Importing a report (continued)

Step 3: Enter the import details.

/= New Import - Windows Internet Explorer

& | https:fiv3ten.trb.state. ma, usfv3tenfappeservice=external/Er k =
Import Info
Import Type: [Doguction Report File Import w *
File Name: |G;\Benefits\MTRS \Rellout II'Training\ESS\MTRS ESS Trainir wse.. | *
Import |ng70-06/2010 |5
Description:
I
Report:
Arguments
C{Epnrting Period: [og/2010 |)
‘ r Save : ’ Cancel :
Done &) Internet ¥ | ®ioow -

m After you have located and opened the file, the File Name field is populated with the file’s path.

m Enter the Import Description. The import description should include your employer code (e.g., 0670)
and the import file reporting month (e.g., 06/2010).

m Enter the Reporting Period. The entered Reporting Period must match the reporting period within
the Deduction Report File Import. The date format is MM/YYYY.

m Click Save to initiate the upload and start the first-level validations, or Cancel to close the pop-up
window.
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Demonstration 6: Importing a report (continued)

Step 4: Save your import to a temporary test area.

/= New Import - Windows Internet Explorer

& | https:fiv3ten.trb.stake. ma, usv3tenfappeservice=externallEmployerPages: Mewlnpark =

(File being uploaded, please be patient.)

Import Info

Import Type: [Deduction Report File Import w *

File Name: |5;\Bensfits\MTRS\Rallout I\ Training\ESS\MTRS ESS Trainin| Browss . | ©
Import [pg70-06/2010 | ==

Description:

Performance [
Repafts

The file has been successfully imported. Here is the summary information:
File Name: [):\v3_import_exportyv3trnljlev_07_01_2010_1278019600500_0670 - June 2010.txt
Import Haadjr 554
Id:

P Close

Save || Cancel |

Done &) Internet ¥ | ®ioow -

B During the upload, the message “File being uploaded...” displays while MyTRS checks the first-level
validation requirements against the import file.

B When the file passes all first-level validations, the following message is displayed: “The File Has
been successfully imported. Here is the summary information.” The summary includes:

®m Name of the imported file

B Import identification number

® The imported file will now appear in the Import Processing section of the Import Files window.
Second-level validation occurs after your properly structured file successfully uploads into this
temporary holding area within MyTRS.
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Demonstration 6: Importing a report (continued)

Step 5: View your file in the Import Files tab.

Home » Import/Export Files » Import New System Data

Import Files

Import Details

Filter
Tmport Type: V|  File Load start date: [o5/01/2010 | ]
Import Status: |,z.\|| v| File Process start date: [07/02/2010 :I ;Filter _,

[ Mew.. |[walidate | [Process..|[ Refresh | [ woid | [ View Report |  Auto-Refresh:
-+ Controls

Import

. File
rioees DotaiEl Rioasd Status Process File Load Performance

Flag Import Type Import Description Start Proess Report

D3
7/1/10 |
5:26:49

]
T Details 554 Not EETY Deduction Report | 0670-06/2010
Processed File Import

®m Now that your file is imported to the testing table, you can see it in the Import Files tab.
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Part 2: Deduction reporting overview 64

A successful import

Home » Import/Export Files » Import New System Data

Filter
Tmport Type: [ | e Losd stert date: [55/01/2010 | T
mport St FAl w | File Process start date: [07/02/2010 j Fiter 1
[ Mew... [ validate | Process...]  Refresh || void || View Report | Auto-Refresh: [~
LCoArols N EEEERRE NN N N .
Import - e
' ' Efutess e % File Load Perf
Actial Detak _hzader: Stabus Hracgc:e : o Import Type Import Description 5It:r'toa Frces: Reepg;”arce
o Detail 554| Mot Deduction Report | 0670-06/2010 2/1/10
Processed File Import 5:26:49
g il o ookl e "

® The results and status of the import file are displayed

* Initial Status of a newly imported file is "Not Processed” and
the Processing Flag is set to "Ready”

* The import file is now ready for second-level validations

B After successfully uploading the deduction report file import, MyTRS automatically opens the
Import Files window. The Import Processing section displays the results and status of the import file.

B The Status of a newly imported report is “Not Processed” and the Process Flag is set to “Ready.”
B You can now validate the report for second-level validation errors and exceptions.

m Now that your file is loaded to the testing table, you need to process your file to perform second-
level validations and complete your import.

B An import file goes through a series of statuses when the file is being Validated and Processed.
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Part 2: Deduction reporting overview 65

Second-level validation

® This format validation looks for simpler
problems such as missing data, letters in
number fields, etc.

This validation also ensures that all
reported employees are MTRS members
(new employees must be registered)

Corrections for all errors are performed on
the Import Details window or member
registration

If you have a high error volume, you may
want to correct this data in your payroll

system, Void the initial import and import
a corrected file

B MyTRS runs through a series of second-level validations. If the file validation identifies errors,
the import Status changes to reflect that there are errors in the file (e.g., Processed with Errors).

B Some rows (employees) will pass our validations successfully and others may not.

B Some examples of second-level validation errors are:
B Invalid Position Code
m Contract term is invalid (blank)
B Pay Duration is invalid (blank)

® Note: If you have a Status of Processed with Errors, and you would like to void your report, you will
first need to click the Validate button, and then—if you have not checked the Auto-Refresh box—the
Refresh button. The Status will then change to Validated with Errors, and you may then void
your report.
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Demonstration 7

Completing your deduction report

Step 1: Start at the import screen.

Thursday, July 1, 2010 | Welcome JOANNA LEVITZ | Want To: +| Account Set

RS 0670 GOTHAM P!

MASSACHUSETTS TEACHERS" RETIREMENT SYSTEM

Home » Import/Export Files 1. Import New System Data

Wl
Import Files Import Details

Filter
trport Type: Fie Loadstat dates 05/01/2010 |
Import Status: I,e.\" | File Process start date: @E,E_DIE :I : Filter

[ Wew.. [ validate | [Process,.. | Refresh | [ Woid || View Report |  Auto-Refresh:
Contras

Import File

Active Details Header Status EI;D;ESS Import Type Import Description SEial Process LS HE e

Start Report

i@ | Details 554| Not | ready | Deduction Report | 0670-06/2010 | 7/1/10 |
"' Processed File Import 5:26:49
Data info for 0670-06/2010 Key Values for 0670-06/2010
Rows Loaded: 11 Reporting Period: 05/2010
Rows Processed: Agency: 0570-GOTHAM PUBLIC SCHOOLS
Rows in Error: ) ESS Flag: [

Rows in Exception:
Rows Successfully Processed: ()

Rows not processed:

Other Information for 0670-06/2010

Import Header Error:
Import Filename: 0:\ 3_import_export\ v3trn\ jlev_07_01_2010_1278019600500_0670 - June 2010.txt
Inserted By: | FYITZ, JOANNA
Inserted Date: 07‘(01‘(2010
Updated By: | EV/ITZ, JOANNA
Updated Date: 07/01/2010

e
m To test your file, click the Process button. MyTRS will then check for second-level validations AND attempt to complete the
processing of your import file.
m Note: Because MyTRS is web-based, you must hit the Refresh button or check Auto-Refresh for the file to process and the
Status to update and change. The three possible Status field values are:
B Not Processed: File has passed first-level validation and is ready to be validated and processed.
m Validated/Processed with Errors: Second-level errors exist in the file and must be resolved before moving to the next status.
B Validated/Processed Successfully: All second-level errors have been resolved. Import file moves from temporary storage
area into My TRS.
B Once the file processes successfully, your import is complete and your file is ready to be worked on in the Deduction Report
Editor found in the Employer Management category.
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Demonstration 7: Completing your deduction report (continued)

Step 2: Viewing an error report.

[ mew.. [ validats | [Process... | Refresh | [ v “{ View Report , Auto-Refresh: [~

Import
Active Details Header Status
Id

File Load - Performance|

Process
Start Date Report

554| Processed o M| Standard Import Report 7/1/10 7110
with Errors File Import 5:26:49 | 11:50:35

Process Deduction Report File Detaill Errors)

Flag

PM FM

m If the Import Status is “Processed With Errors” click the View Report button and select the
Deduction Report File Detail Errors report from the Import Files tab.

B The Deduction Report File Detail Errors report assists you with correcting errors by allowing you to
review the import validation errors and providing you with a record of issues that need to be
corrected in your payroll system.

B You can use the Import Details window to correct all validation errors, re-validate, and then process
the file. When the file processes successfully, the imported data is transferred to the Deduction
Report Editor for the third-level validation process.
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Demonstration 7: Completing your deduction report (continued)

Step 3: Viewing an error report (continued).

( Import Details Report - Windows Internet Explorer

skt ma, s

Select Report Deduction Report File Detail Errors
Category: * Ex
Repart; ' B & [ fM ) & @8 | Ao o (]
Background: [~ ; : b : :
Export Type: [¥ Pdf r Csv r Excel r Html M

Select Parameters
Import 554-0870-06/2010 ‘ ( Deduction Report Import Summary Repon)
(Betal Recordstatusi s i ) 06700612010
SortBY: Record SegMumber % *
Report Yiew: Symmary ¥ * As Of Date: 07/02/2010

Parameters Generated On: 07/02/2010 00:00:42
Shaw/Schedule Repart R

Detailed Record Status:  Errors Generated By: jlev
Sort By: Record Seq Number Page fof 1

Seqd

Detail Record Record Status Error Message

XIN-XX-5407, APPLE, AMY Processed with Enors Position Code is Invalid

m For each employee listed in the import file, the report will display the record status and
error messages, if any.
B There are two report views: Summary and Detail.
B Summary view: only an overview of data from the detail record.
m Detail view: specific data from the detail record.
B The Detailed Record Status pull-down gives you the option to view:
m All records in the file
m Errors only
B Successful records (i.e., passed second-level validation)
m Not processed and ready to be validated

m Sort the report by selecting the appropriate sort criterion from Sort By and clicking Show/Schedule
Report.
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Demonstration 7: Completing your deduction report (continued)

Step 4: View the error report on the Import Details window using the
View Errors button.

Thursday, July 1, 2010 | Welcome JOANNA LEVITZ :IWant T v| Account Settings | Logout
RS 0670 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM
Home » Import/Export Files : Import New System Data
Import Files Import Details
Filter
Process Flag: [ZETXNGG—MMNN |
Seq No From: | | ) Seq No Ta: |
Select field to | T Enter the text to |
rch: - g find: —
Find
Summary
Import Header Id: 55q Import Type: Nieduction Report File Import - I_mt?mt 0670-06/2010
SCripoion:
Import Status: processed with Errors Process Flag: Completed
File Load Start: j | 1, 2010 File Process Start: j,| 1, 2010 Process Stop J| 1, 2010
Date:
Match Total: 1
Select Import ;
Active 7 Seq popm  Rec Fay Date Szn Name Contract Pay Basze Co:
| Mo Type Term [ ration
_ ; | Status i | cfies 8 | i) -
] || 1 Errors N 20100607 | 001015487 | |APPLE, AMY | o | J12 | [,217.50 | |o.0
{= Import Errors and Exceptions - Windows Internet Explorer
3 £ | https skate.ma, us

Errars
Contras
Number  Type Message
1| Emor Position Code is Invalid
Exceptions
There are no exception messages for this import.
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Demonstration 7: Completing your deduction report (continued)

Step 5: Viewing the errors on the detailed record row.

Home » Import/Export Files » Import New System Data

Import Files Import Details

Filter
Process Flag: v
Seq No From: Seq No To:
Select field to v Enter the text to
Search: find:
Find
Summary
Import Header Id: 554 Import Type: Daduction Report File Import 2 I_mt?nrt 0670-06/2010
sCription:
Import Status: processed Successfully Process Flag: Completed
File Load Start: Jul 1, 2010 Fila Process Start: Jul 2, 2010 Process Stop J| 2, 2010
Date:
Match Total: 0
T et Street2 City State | Zip Salary Position
|W=_canDy LANE |WcHARLEMONT | [P FEER | BWES \!xxxxx

B Some employee records will validate successfully and others may be flagged as having errors.

m To simplify the review and error correction process, you may sort the rows by selecting one of
the pre-defined Process Flag statuses in the Filter section.

m Click View Errors. The Import Errors and Exceptions pop-up window appears, displaying the
errors and exceptions for the selected row.

® In this example, the Position Code is in error and needs correction.
m Change the value in the Position Code field by typing over the incorrect data with the correct data.

B Repeat this process for each error shown on the Import Details window or refer to the error report.
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Demonstration 7: Completing your deduction report (continued)

Step 6: Using the View Row control.

® While in the Import Details
window, click the plus icon (+)
to expand the grid controls of the
records view.

B Click on the member in the active
column to choose a member
to view.

m Click on the View Row button.
The record appears in a vertical
format in a pop-up window,
similar to what happens in BERT
when you click on an SSN.

B To locate and view additional
records, click on the blue
navigation arrows at the top of
the window.

B Enter corrections in the
necessary fields.

m To close the pop-up window, click
the X in the gray box in the upper
right corner.
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Demonstration 7: Completing your deduction report (continued)

Step 7: After validations passed, complete the import.

[ - -

[ Mew... [ valicste J[Proce-o ][ Refresh | [ voo [ wiew Report | Auto-Refresh: [
+ Controls

ERRn File Load T Performance
Active Details Header Import Type Import Description Process
1d Start Date Report

0670-06/2010 7/2/10
12:05:39

AM

File Import
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Demonstration 7: Completing your deduction report (continued)

Step 8: Complete the import with no errors.

{= New Import - Windows Internet Explorer

& | https:/«3trness krb.state.ma. usfv3trnf app?service=external (EmployerPages:Mewlmport

Import Info
Import Type: [Deduction Report Fis Import v =
File Name: |c:\Documents and Settings\Lisa\Desktop\MyTRS Deduction || Browse... | *
Import [ng70-07,/2010 | *
Description:
Performance [
Report:

Home » Import/Export Files » Import New System Data

Import Files Import Details

Reporting
Filter
T Import Type: [J] v File Load start date: j
Import Status: [z v File Process start date: ::1 : Filter B
[ New... ][ validate void | [ View Report |  Auto-Refresh: [~
+ Controls - - -
Jmpart Process File Load il Performance
Active Details Header Status mport Type Import Description Process
Flag Start baic Report
556 Mot Ready Deduction Report 0670-07/2010 7f2f10 |
Processed File Import
—— - —
Confirm
. I . . Wait: for this file to complete processing . Then proceed to the Wages,
| New.,, || Validate | Process,., | Refr Transactions, and Payment Manager to release the report.
Controls
Import c 1 File
: : ancel
Active Details Header Status “ i Process :Eer‘fg:tmance
Id Date e
=u L L O
S h Impl}rt m

- - - g — o ~ _
[ New... ][ validate ] [Process..] [ Refresh ] [ [ view Report | Auto-Refresh: [
+ Controls
Import : File
: : Process e File Load Performance
Active Detallz Header Status Flag Import Type Import Description Start Process S

Processed Completed] Deduction Report | 0670-07/2010 72710
Successfull File Import 12:14:15

AM
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Part 2: Deduction reporting overview 67

A properly formatted report...

[ new... ] ] [ Refresh | [ [ view Report |  Auto-Refresh: [
I Controls ¥ 00 sssssssns,
Import ® . . File i
Active Details Header ® Status Frocess ®*mport Type Import Description File Load Process performance
. Flag . Start e Report

555 Processed Completed] Deduction Report | 0670-07/2010 7/2/10

File Import 12:16:29
AM

® Once you have passed the formatting validation,
the deduction report Status will change to
“Processed Successfully”

" Your file is now imported and ready to be tested
for data quality and accuracy

m After you click Process and the file successfully validates and processes, a processing instruction
window appears.

m Click OK to confirm the message.
m Click Refresh to update the processing Status while the report runs.

® The Deduction Report Import File completes processing when the Status changes to
Processed Successfully.

B The Process button both validates and processes the file. If records fail validation, the Status of the
report is Processed with Errors.

m Now that your file is fully imported, you can review and edit the deduction report details in the
Review Employer Reports, Billing History & Payments window.
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Questions?

Lunch :)

When we come back...
Part 3:
Processing your deduction report
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Part 3
Processing your
deduction report

» Reviewing and correcting
your deduction report

Finalizing your deduction report
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Part 3: Processing your deduction report 71

As noted earlier, there are
four steps to deduction reporting:

1) Process your EFT payment
2) Import the deduction report file
3) Process the deduction report to ensure

that your data is checked for quality
and accuracy (third-level validations)

4) Finalize the deduction report process
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Part 3: Processing your deduction report 72

Processing deduction reports

Employer Management

View Emplover Information

View/Update Pavroll Calendar

Review Employer Reports, Billing History & Payments
Process your online EF1_Payments

* Now that you have uploaded your import file,
the imported file can be viewed in
Employer Management

* Third-level validations (for data quality and accuracy)
are applied and will require further review

®m Now that your file is fully imported, you can review and edit the deduction report details in the
Review Employer Reports, Billing History & Payments window.

m This window also allows you to:
B View transactions in your employer account
B Review and edit deduction report details
B Manually create new reports
m Enter payment information
® Finalize the deduction reports by submitting them to MTRS

B Review a history of payments
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Part 3: Processing your deduction report 73

Review Employer Reports,
Billing History & Payments

= Window has three tabs...

Friday, July 2, 2010 | Welcome JOANNA LEVITZ

S MASSACHUSETTS TEACHERS® RETIREMENT SYSTEM

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions Deduction Report Payment History

f

Employer: 0670 GDTHfM PUBLIC SCHCICILSf

I I I
Transactions Deduction Payment History
Report
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Part 3: Processing your deduction report

Transactions tab

Home » Employer Management » Review Employer Reports, Billing History & Payments

Deduction Report | Payment History

Employer: 0670 GOTHAM PUBLIC SCHOOLS e

Fund Columns: [Fung Groups v Totals: [Toms v Reporting Agency: [a) v Trans#:

Fiter | [ Clear ]

Criteria
¥ View: |[Deizut [ _add [ |
Trans Status: [ open o Trans Types: |2 w Activity Start: [/ 7 ::I Activity Stop: [/ / :—-J

Transactions

T View Trans.

Conttrols

. TG Transaction| % - Activity
Active Trans SEEE Status Type Ide ntifie

AS Balance Total Balance

1366| 06/30/2010| Open | Deduction 05-2010 Deduction Report 05/01/ 2010

r— Report
] 1364 06/29/2010 Oeen Deduction 04-2010 Deduction Report 04,/01/2010
— ot Ry —

* Various work items are called transactions

= View all transactions including deduction reports,
payments, and miscellaneous transactions

= Use filter criteria to view a subset of transactions

B The Transactions tab:

m Includes a variety of work items which are referred to in MyTRS as transactions, such as
deduction reports and payments, as well as miscellaneous transactions.

m Displays a running total for the account (the sum of all receivable amounts from deduction

reports, less the sum of all payments applied). This field is called Total Balance, and the amount
is updated as you submit deduction reports and create payments.

B An open transaction exists when a deduction report has been submitted and/or a miscellaneous
transaction has been entered and a payment has not yet been applied to the transaction.

B A closed transaction includes any deduction reports submitted, payments and other transactions
that are fully satisfied.
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Part 3: Processing your deduction report

Deduction report tab

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transacions

Payment Histary

Employer: 0670 GOTHAM PUBLIC SCHOOLS | e
Deduction Reports
Sgpe. | |oiti A Show O rad |—.
l C Edit Deduction Report J. submit | Delste | Distribute | ]
T
Active }chﬁ:d Re-\c}t Eat= ‘eDc”t ng Identifier rans# Total Due T,tal Balance
[ - 07;02; 2010 06/01/2010 | Inital Deduction Report _ $2,634.00 $2,634.00 I

® In this tab, you can:

* Review existing deduction reports or initiate a manual
deduction report

Launch the Deduction Report Editor
Submit the deduction report to MTRS
* Create a payment distribution record
Delete reports in Initial status

B A deduction report has a status of Initial after it has passed both the first-level and second-level
validations, and this status indicates that MyTRS has successfully processed the import file.
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Part 3: Processing your deduction report 76

Deduction report tab (continued)

Deduction Reports ]

Report Status: | Al #] Show Canverted Reports: [
_ Edit Deduction Report | Submit |  Delete | Distribute |
+ Contrds
Inserted

Dat R i = -

b SRQIing Identifier Trans# Total Due Total Balance
Zeleazed Period
06/01/2010 | Initial Deduction Report

If 05/01/2010 05-2010 Deduction Report
T 04/01/2010 04-2010 Deduction Report 1364 $2,524.00 $0.00
I8 03/01/2010 03-2010 Deduction Report 1218 $5,117.16 $0.00
I/ 02/01/2010 02-2010 Deduction Report 1215 $3,411.44 $0.00
I/ 01/01/2010 01-2010 Deduction Report 1215 $3,119.47 $0.00
06/09/2010 0%/01/2009 09-2009 Deduction Report 1214 $3,411.44 $0.00

Active

$2,534.00

] 06/29/2040 Pending
[T 06/0%/2040 Pending
] 06/05/2040 Pending
|L 06/08/204 Pending
06/09/2040 Released

* There are three Report Status values:

= Initial The employer is editing the file and has
not yet submitted it to the MTRS

* Pending The MTRS has the report to review and
approve (the report is no longer available
to the employer for editing)

* Released The report is completed, approved and
finalized

B The Deduction Report window allows you to review existing deduction report files and launch the

Deduction Report Editor pop-up window to edit deduction report details.
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Part 3: Processing your deduction report 77

Deduction report editor

Friday, July 2, 2010 | Welcome JOANNA LEVITZ [t want To: + | Account Settings | Logout

M RS 0670 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS® RETIREMENT 5YSTEM

Home » Employer Management = Review Employer Reports, Billing History & Payments

Transachions Deduction Report Payment History

Employer: 0670 GOTHAM PUSLIC SCHOOLS | New Deduction Report @

Deduction Reports

Report Status; [ Inza v |  Show Converted Reports: [

Edit Deduction Report :' Subrmit : Delete : Distribute :
Controls
Active Inserizd EFPO* D#E — R_Ep.ort i Identifier Trans# Total Dus Total Balance

2 I d
07/02/2010 | Initial 06/01/2010 | Imitial Deduction Repaort

" Third-level validations: Errors and exceptions
must be reviewed and resolved using the
Edit Deduction Report button

= Errors: Must be corrected

" Exceptions: Must be corrected or explained
and overridden

m After the Deduction Report import file is processed, additional validations are applied to the
deduction report.

m If any errors remain, they must be corrected using the Deduction Report Editor. Exceptions, however,
must either be corrected or explained and overriden using Deduction Report Editor.
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Part 3: Processing your deduction report 78

Third-level validation

= The third level validation is a data quality and
accuracy validation. In this step, MyTRS runs a
series of tests to verify the accuracy of the data
in the report. These tests include:

® Comparing all financial data against MyTRS
records and other data in your report

= Comparing contract and demographic data

- against MyTRS records

\;-"’ ® Looking for missing, un-enrolled and extra

& employees

= Reports entered manually only go through the
third-level validation

® You can still use BERT to create your import file
instead of entering your report manually
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Part 3: Processing your deduction report 79
View summary
/= Deduction Report Editor - Windows Internet Explarer P [a]] ﬂ

=] &
Enployes: 58 Sommau SUATE Sooa S = Trane £ 40
agreements [T = Ti=: Daduction Repart
1ob Categery:[ = Teber e 062000 D s Rt
Fezaur ting Periued: ngyng 2000 Fsurs Shop Dl pyyima Operaim:
fatch No: Bling Tyve: Borsrbuton Azport Status Overnde:
Member Count: & Row Count: P

Dedurtion Repers Summarg

vigw Detale I T zhowbess | chowrunds T gnow |'u1:[\=lalsl

T

= Peckin Funcs Tona

(=] MRS &l T 135

= MTRS I Dyl £18.12

= MRS & Cract 19697

= MRS Al ther (LT
Tok 152

Cesh Summary

Acthva | Fusd Dec Paid Szlanca

| | Aty Saiege 254 0 28

| | ot 40

* View Summary provides a recap of the
deduction report information, with employees
grouped by position

B The View Summary button changes the layout of the detailed records in a collapsed format based on

the employee’s Position in each record, and provides a simple way to view records grouped by
Position.

m For example, you can review all of the records in the report for the position “Teacher” without
scrolling through all the rows of data in the report.

m Click the plus icon (+) to expand a group of records.
® Click the minus icon () to collapse a group of records.

m To return to the details of the report, click View Details in the Deduction Report Summary
section.
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The errors and exception report

Report Status: inkial
Report Source: EMPLOYER
Diate Received:| [ f
Date Released:| [ f

UL skate.ma, us

Trans#: 1402

Type: Deduction Repart
Identifier: 0&-2010 Deduction Report
Qper ator:

Report Status Override: yeg W

View Summary

/2 Deduction Report Exception Details - Windows Internet Explorer

s and Excepbion

Msriter Mirms
BIOLOGY, BETH

CHEMISTRY. KIM

CHEMESTHY, Kitd

CHEMITTRY. KM
CHEMESTRY. KIM
WHISTLE, DAVIDC JR.
WHETLE, DAVD C A

Employsr: 0670 - GOTHAM PUBLIC SCHOOLS

Seesledon: (7022010 110854

GErenEIly. Igoemnd

Fay DT
0212010

Error i Excaplion Maesage

ERMOM Bene earri g cl nol muskh sy, Evsed on
fhe FTE and Pay Freqeency reporsd. Fleses enwre
1hoee NEgE He poTec | RSy e pEEE UBea ST
COMECHON 5026

EXCERTION Potental raie smor MRS rate 11%
Scrodl e D%

ERLESTIChSase eanl;ga 0 ML TELEN Sa3Y,
03520 0N e FTE 380 Pay FIEqEency lRponst.
Thank you for prowang 3N SC COTRCIoN 0%,
piasag: cantm Mt 16 comeet before subming.

05243010

oEzIROE

054300

EXCESTI CN-Daguclion wihoel silgins aamings
ried

DS242010
05212010
08/212010

ERROAFTEY I5 3 mauied fein
EXCESTICh2% Deauction taen i smer

EXCERTION Potental rae emor MTRS rate 1%
Scrnal e B

0 Inkzrret

<A

" The
Exception
Report
button
generates
a list of
errors and
exceptions

Error Summary

Overnids

m The Exception Report includes key information related to the detail record and the exception/error

message.

B You cannot sort this report, but you can Save or Export it to Excel, and then sort the report data as

you desire.

m Printing this report may help you manage the correction process as you begin to correct errors on

the deduction report.
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Report summary

®* The Error Summary button opens the
Exception Totals Report

/2 Deduction Report Error Summary - Windows Internet Explorer

- - T o = T oa—

D

[ Deduction Report Exception Tolals Report ]
Reporting Period: 06/2010
Employer: 0670 . GOTHAM PUBLIC SCHOOLS

Generated on: 07/06/2010 12:12:48
Generated By: igordon3

Total Count

Records Total : 12
"N’ Records Total : i

‘A’ Records Total : 1
‘R’ Records Tolal - 0
Emors Total 0
Exceptions Total 4
‘Mot Enrolled Members” Total : 0
‘Part-Time Members' Total - 1

® This report outlines the report statistics. For example:
® Record count
m Error count
B Number of employees not enrolled

B Number of part-time employees
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Deduction report editing capabilities

" Same editing capabilities exist for all deduction

reports
®= Type over incorrect data to correct record

Report Details
Controls| @ Add| = Delete | @ Addons| ¥ Fiter| 18 Modfy| B Sort| ] view Row| [B] Records| & print| @ Expart

" Use controls to:
" Add employees to the report
= Modify a field or fields for a group of records
with like information
= Sort
" View Rows
" Print and Export a report
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Demonstration 8

Working in Report Editor

Step 1: Open Deduction Report Editor.

Friday, July 2, 2010 | Welcome JOANNA LEVITZ

LIv"J’antT:} \;: Account Settings | Logout

RS 0670 GOTHAM PUBLIC SCHOOLS
] MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions Deduction Report Payment History

Employer: 0670 GOTHAM PUBLIC SCHOOLS | Mew Deduction Report @

Deduction Reports

Report Status: [Initil ") Show Converted Reports: ||
‘._ Edit Deduction Report :) Subrnit : Delete : Distribute
Contros
Inserted Report Date
[ = oo | o

Active ng

Identifier Trans# Total Due
Initial Deduction Report

Total Balance

07/02/2010 | Initial

06/01/2010 $2,634.00

To get to the above window:

B Start by navigating to the Review Employer Reports, Billing History & Payments link
B Choose the Deduction report tab

While in the window:

m Click on the active button for the report you would like to process (shown above)

m Click on Edit Deduction Report
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Demonstration 8: Working in Report Editor (continued)

Step 2: Viewing an employee’s errors (Report Summary).

(.: Deduction Report Editor - Windows Internet Explorer

Employer: Report Status: Initial Trans#: 1402
Agreement: Report Source: EMPLOYER Type: Deduction Report
Job Categary: Date Received:| / / Identifier: 0s-2010 Deduction Report
- [ :
R.eporting Period: 05/01/2010 Report Stop Date: 05/30/2010 Date Released:[ 1 f B it %pera;or:
Batch Mo: Biling Type: Contribution ERAE A SISV ¢
Member Count: 6 Row Count: 11
( Wiew Summary Except. Report Error Summary )

—
Contrcls| @ Add| = Delete | § Addons| 7 Fiter| 186 Modfy| B sart| ] view Row| [B] Records| & Print| @ Expart

Adive Sli!m Delte | SEN Neme Repored Lsst Name | Reported FrstName | orors Ml Repored ooy Pay Date Peviod Dete Rete L R
w0 001015457 || ARPLE, AMY C APPLE AMY Normal W F /07000 :I 05/01/2010 :I 11.0% 13353 [i
cClL R 01015497 | APPLE AMY C APPLE AMY Normal ¥ * s/202010 :I 08/01/2010 :I 11.0% 13183 [l
Cl ]| ® 001014557 | BIOLOGY, BETH BIOLOGY BETH Mormal v * 06/07/2010 :I 06/01/2010 :I 11.0% 211,54 q
C L ® & 001014557 | BIOLOGY, BETH EIOLOGY BETH Normal ¥ F e :I 06/01/2010 :I 11.0% 18148 i
L ® 001-01-7581 | CHEMISTRY, KIM CHEMISTRY KIM Normal ¥ * 05072010 :| 06/01/2010 :l 11.0% 33846 i
)L | & & 001017581 | CHEMISTRY, KIM CHEMISTRY KIM Normal ¥ F e :| 06/01/2010 :l 11.0% 44845 [i
Cl L ® ooL01-0368 | GEERA, AL GEERA m Normal v = e [T eelovaon | fnos 209.08 [l
ClL R ooL01-0368 | GEERA, AL GEERA AL Normal v = e [T elovaon | fnos 209.08 [l
Cl ]| ® 001-01-3437 | MATH, MARY T MATH MARY T MNormal v * 08/07/2010 :I 06/01/2010 :I 11.0% 558 q
NI NN ] 001-01-3437 | MATH, MARY T MATH MARY . Normal ¥ = 0e2/010 :I 06/01/2010 :I 11.0% 28558 i
L & & 101-00-8005 | WHISTLE DAVID CIR. WHISTLE DAVID Normal ¥ = 0522010 :| 06/01/2010 :l 11.0% 180 1632

261708 165

2617.08 165

B The Deduction Report Editor window contains two sections: Report Summary and Report Details.

B Report Summary contains information about the full report. Comments and Header Exceptions
icons as well as Report Status Override pull-down also appear in this section.

m Comments: enter and review comments pertaining to the Deduction Report.

®m Header Exception icon: indicates that MyTRS expected to see certain employees in the report
details but they are not there.

B Report Status Override: permits the override of all exceptions in the Deduction Report Header
and Details sections.

B Report Summary has three buttons that provide additional information or change the display
of data on the window:

m View Summary
B Exception Report

B Error Summary
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Demonstration 8: Working in Report Editor (continued)

Step 3: Viewing an employee’s errors (Report Details).

Report Details
Contrdls| @ add| = Delete | @§ Addons| 7 Fiker| 85 modfy| B Sort|[] view Row| [B] Records| @ Print| @ Export

Active 5|E|E':t Delete  SSM Mame Reported Last Mame | Reported First Name ﬁ’iﬁf il Eﬁﬁﬁ Rec T|
- | | | B 001-01-5457 APPLE, AMY C APPLE AMY Morr}
{ | | | & 001-01-5457 ARPLE, AMY C APPLE AMY Morr
"l N 001-01-4557 BICLOGY, BETH BIOLOGY BETH Mo
o X & 001-01-4557 BIOLOGY, BETH BIOLOGY BETH Na
: . Muirn}
Mo
Mo
RROR:Base earnings do not match salary, based on the FTE and Pay Frequency reported, ol
Please ensure those fields are correct. If they are, please use a SC correction code. T Mo
L Norr
IDu:une €D Internet 3 | Hio5H - i) i)

Report Details

B The Report Details section displays each employee record included from the deduction report file,
or manually added directly into this screen.

B You may make corrections on a record directly in the fields or mark the record for update after
making corrections elsewhere in MyTRS, as needed.

m Use the controls to change your display, add employees, or modify a group of records.

m Report Details shows a warning icon to highlight errors and exceptions.
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Demonstration 8: Working in Report Editor (continued)

Step 4: Using the Filter control.

Report Details
Contrdls| © add| = Deletslﬁp.dadml | 18 modfy| B sert| ] view Row| [B] Records| & print| @@ Expert

Select
Active r Delete SSN MName Reported Last Name Reported First Name

All Exceptions

m Click the plus icon (+) to expand the grid controls of the records view.

m Click the Filter button on the controls bar. A blank row appears above the records in the
Report Details section.

B Enter the criteria for the filter in the blank fields.

Report Details
Contrds| @ Add| = Delete | & Addens| 5 "| 8 vodfy| B Sort| ] view Row| [E] Records| & Print| @ Export

Select
Active = Delete SEN Mame Reported Last Name Reported First Name

All Exceptions ~

cl U o® & T BIOLOGY, BETH BIOLOGY BETH
MR A 001017581 CHEMISTRY, KIM CHEMISTRY KIM
( & R & 101-D0-8005 WHISTLE, DAVID C JR. WHISTLE DAVID )

B Click Execute to filter the data.

B The Report Details section refreshes, displaying the rows that match all of the entered criteria.
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Demonstration 8: Working in Report Editor (continued)

Step 5: Using the View Row control.

m While in the Deduction Reports
window, click the + icon to expand
the grid controls of the records view.

B Click on the member in the active
column to choose a member to view.

B Click on the View Row button.

B The record appears vertically in a
pop-up (similar to clicking on an SSN
in BERT).

B Click on the blue arrows to scroll
from one record to another.

m Enter corrections in the necessary
fields.

m Use the navigation arrows on the
window to locate and view additional
records.

m Click the gray X icon to close the pop-
up window.
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Record# 6 of 11
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MASSACHUSETTS TEACHERS’” RETIREMENT SYSTEM



MyTRS Training for School Business Administrators July 2010

Demonstration 8: Working in Report Editor (continued)

Step 6: Using the Copy control.

Report Details

Contrdls| © Add| = Daus(ﬁnddm;l | 1By Copy|)V Fiker| 186 modfy | B Sort| ] view Row| [B] Records| & Print|
Active 5|iie'Et Delete  SSN Name Reported Last Name  Reported First Name ﬁ‘iﬂm e oo Rec
) C] |’ & 001-01-4557 | BIOLOGY, BETH BIOLOGY BETH N
o (| | IDTETe | CHEMISTRY KIM N
C| L] | @ g\ 101008005 | | WHISTLE DAVIDC I pHisTE DAVID Nor

B You can choose Copy to create a detail line that is blank except for the name, rate and SSN from the
copied line.

m Click the select checkbox for the row(s) to copy in the Report Details grid.

m Click Addons. The function group expands, displaying the Copy button.

Report Details

Controls| @ Add| = Delete | @ Addons| V¥ Fiker| 186 Modfy| B Sert| ] view Row| [B] Records| & Print| @ Export

Selact o
- P Reported Middle  Reported i
Active H Deletz E5N Mams Reported Last Mame | Reported First Name b i Rt
[ %] 001-01-7551 CHEMISTRY, KIM Ad
| ® 001-01-5457 APPLE, AMY C APPLE AMY N

m Click Copy. A new row(s) appears in the records grid, populated with the SSN, rate and name from
the selected row.

B Enter the remaining details in the editable fields for the record. You do not need to enter the
employee Reported names or Rate (this data auto populates when you save).

m Click Save.
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Demonstration 8: Working in Report Editor (continued)

Scenario 1: Potential rate error (Kim Chemistry)
EXCEPTION: Potential rate error: MTRS rate 11% School Rate 14.575%

Potential rate errors can be classified into two main groups:
® Incorrect assessments (the wrong rate was taken)

B Reporting or deduction problems that are usually derived from payroll coding or
processing errors

Kim Chemistry has:
B Base earnings of $3,076.92
B A regular deduction of $448.46

Based on the earnings, the regular deduction should be $338.46. This calculates to an excess of $110.00.

Some common examples of what causes non-incorrect assessment rate errors:
® Earnings are missing from a deduction report that had deductions taken from them
B Deduction not taken from eligible earnings
B Deduction taken from ineligible earnings
B Ineligible earnings reported as eligible
B A deduction adjustment was processed and now needs to be broken into an additional record.

To resolve Kim Chemistry’s exception:

Start by checking your employee’s record in MyTRS against your payroll system to see if the
information in the report is accurate. If it is not accurate, make changes as needed.

A couple of quick calculations:

B The regular deduction should be $338.46 ($3076.92 x 11%)
B There is an excess deduction of $110.00 ($448.46 — $338.46)

In our example, the district administrator deducted an extra $110.00 to correct a previous report. Since
we know that the excess amount was taken to correct a previous report, you will now need to create an
adjustment record:

1) Change the regular deduction to $338.46 (deduction amount taken, less the adjustment) in the
existing normal record.

2) Click on the Add control function in Report Editor.

3) Enter the information requested (be sure to set the record type to A for “Adjustment” and the
period date to reflect the month you are correcting).

4) Enter the adjustment amount in the regular deductions field. In this case, $110.00.
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Demonstration 8: Working in Report Editor, Scenario 1, Kim Chemistry (continued)

—Report Details
~ Contrds| @ add| = Delete | G Addons| | [2Y Copy| V7 Fier | [ modfy | B Sort| ] view Row| [B] Records| @ Piint| 3@ Export
Active 5|e_lact Deletz 55N Mama Reported Last Mame  Reported First Name Rep-orbadM'nddle P.epu"had Rec Type

C] O ® ﬁ 001014557 | BIOLOGY, BETH BIOLOGY Normal

G (TN ———
1 X I [101-00-8005 WHISTLE, TAVIE TIR. WHISTLE DAVID Normal

E— g g

SSN o1 017581 001017581 001-01-7581

Mame  CHEMISTRY, KIM CHEMISTRY, KIM CHEMISTRY, KIM
Reported Last Name  CHEMISTRY CHEMISTRY Chemisry
Reported Fist Name 1 i =

11,00 11000

110

—Report Details
= Contrds| @ Add| = Delete | & Addons| W 8 vodfy| B sort| ] view Row| (B] Records| & Print| @@ Export
Active EIilE'Ct Dalete  SSN Name Reported Last Name | Reported First Name TMME R Rec Type
C O = 001-01-7581 | CHEMISTRY, KIM \CHEMISTRY KIM Normal [ |
] | @@ A 0or0i7ssr | CHEMISTRY, KIM iCHEMISTRY Normal =

--“_MI_II_II_I o
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Demonstration 8: Working in Report Editor (continued)

Scenario 2: Docked pay (Beth Biology)
ERROR: Base earnings do not match annual salary

The base-to-salary error appears whenever an employee’s base earnings are not an even increment of
the employee’s full-time equivalent salary.

Beth Biology has:
mFTESalary.................... $50,000.00
W Daily payrate ................... $273.22
®m Normal Bi-weekly pay .......... $1,923.07
® Base earnings on this report. . . . .. $1,649.85

There are several reasons why the base earnings might not equal the full-time equivalent salary:
B Incorrect annual salary
B Incorrect full-time percentage
B Additional earnings being reported as base earnings
m Furlough days
m Mid-year hire/return from leave
®m Docked days
W Split year contracts/salary mid-year salary adjustments or raises

In this scenario:

m Beth Biology was docked pay due to missing a day of work, lowering her base earnings by the
amount she would have been paid for that day (1 x daily rate). This scenario will flag as an
error because now Beth Biology’s pay is not an even increment of her full-time equivalent
salary.

m Her normal bi-weekly pay is $1923.07, and her daily rate is $273.22, indicating her reported base
earnings would be $1649.85.

To resolve Beth Biology’s exception:

m Start by checking your employee’s record in MyTRS against your payroll system to see if the
information in the report is accurate. If it is not accurate, make changes as needed.

m If the data is all correct, apply a service correction code to her record to make it an exception.
In this case use UL: Unpaid administrative leave — out of sick/vacation time.

B Then choose override on that exception in Report Editor as confirmation of your correction.

B Provide any details that might be needed to the MTRS to determine if there is a need to adjust
your employee’s service.
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Demonstration 8: Working in Report Editor, Scenario 2, Beth Biology (continued)

Report Details

Contrdls| © add| = Delete | € Addons| | (@3 Copy| ¥ Fiker| 186 Modfy | B sart| [F] view Row| [E] Records| & Print| @ Export

| Select . Re Middle  Repored
Active [ Delete SSN MNams Reported Last Name | Reported First Name Naf::g SEFF; Rec Typs
] | |-,_—¢( A )01-01-455? BIOLOGY, BETH BIOLOGY BETH = =T
N IgW{mi-ﬂi-?sst CHEMISTRY, KIM CHEMISTRY KIM ol 3
C| L] | & & 101-00-8005 |~ WHISTLE, DAVID CIR. wHISTLE DA VID Hemdl 5 *

GOTHAM PUBLIC 5

—Report Summary

Record# 1 of 3
(|

Employer:| o

5 " ; . 1= | | et
{= Deduction Report Exceptions - Windows Internet... |._||E|E| &
I & | https : skake.ma.us ) ( EI 001-01-4557
BIOLOGY, BETH 557 . SlOLOGY, BETH
Last Name  EICLOGY

ERRCR;:Base earnings do not match salary, based on the FTE and Pay d First Name peTH
Frequency reported. Please ensure those fields are correct. If they are, please Middle Name
use a 5C correction code,
Mormal o
- 06/21/2010 :|
& Internet _ i3 - ®ilsw - owios010 | T
TovE I Loee T e T=me —— T
%] /1Y EIOLOGY Regular Deduction 181,48
| (] | Ba & 001-01-7581 CHEMISTRY, KIM |(CHEMISTRY £ Mo e g
: Installment 0
0 I_ E & EUEELIEENTS e R CR :WHISH'E (m Correct Code Unpaid Admin Leave V)
Base 1,645.85
Coach ]
Retro 1]
Long [
Stipend 0
Premium 0
Ineligible 0
FTE%a 100
FTE Code v
Salary 50,000
Position Taacher w
ContrTerm 10 LS
Pay Freq 2% w
Pay Dur 1z “
(m Yes v)
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Demonstration 8: Working in Report Editor (continued)

Scenario 3: 2% error (David Whistle)

EXCEPTION: Potential 2% rate error: Expected $40 Reported $16.92

The base-to-salary error appears whenever an employee’s base earnings are not an even increment of
the employee’s full-time equivalent salary.

Dave Whistle has:
B Required cont.rate ............. 9+ 2%
m Coaching pay amount ... ..... $2,000.00
W Pay frequency ..................... 26
B 2% deduction amount........... $16.92

MyTRS calculates the 2% deduction (and the 2% exemption amount) based on the:
® FTE Annual salary
m Total eligible earnings
B Pay frequency
m Full-time percentage
B Number of pays
All coach-only payments and other MTRS eligible payments made outside of the annual pay schedule

should have 2% taken on the entire amount of pay because the employee’s 2% exception amount has
otherwise been exhausted by the employee’s primary pay schedule.

In this example, Dave Whistle is a coach in your district and teaches in another district. Since he/she is
a coach in your district and teaches elsewhere, he or she is required to pay 2% on all of his/her
coaching pay.
Your payroll system calculated the additional 2% based on the 26 pay exemption amount instead of
taking the 2% deduction on the full payment.

® What should have happened........ $2000 x 2% = $40

®m What happened. .................. $2000 - $1153.85 = $846.15
$846.15 x 2% = $16.92

To correct this error:

m Start by checking your employee’s record in MyTRS against your payroll system to see if the
information in the report is accurate. If it is not accurate, make changes as needed.

B You must override this exception to process your deduction report.

B You are responsible for making arrangements to correct this either via payroll or in some
limited cases, the MTRS will bill the member for you if he or she is no longer on your payroll
roster so you must either:

B contact your MTRS rep to let him/her know you will be setting up an
adjustment for the next pay period, or

® have your MTRS rep send an invoice to the employee if they do not have any
remaining payrolls.
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Demonstration 8: Working in Report Editor, Scenario 3, David Whistle (continued)

Report Details

Contrals| @ Add| = Delete | E Addons| | (23 Copy| 7 Fiter | 188 Modfy | B sort| ] view Row| [B] Records| & Print| B Export
Active SIEIE":t Dielete Reported Middle  Raported

SEN Name Reported Last Mame  Reported First Name Hame Suffx Rec Type
Cl | E] | @ gy o057 | | BIOLOGY. BETH BIOLOGY BETH Noemal S+
Lo i Am-m-?sal CHEMISTRY, KIM CHEMISTRY KIM Nermal v BE
] [ WHISTLE, DAVID C IR, wHI1sTIE DAVID P ;| *

|ﬁ & )m-m-sm:ns
et

stake.ma.us

OTHAM PUBLI
—Report Summary
Employer :[ ps70 GOTHAM PUBLIC SCHOOLS b Record# 3 of 3 E
Agreement: as . M4 » M
Job Category:| o) " Active 3
R.eporting Period : ps/01/2010 Report Stop Date: pg/30/2010 101-00-8D05
Batch Mo: Biling Type : Contribution i WHISTLE, DAVID C JR.
Member Count: & Row Count: 1 Reported Last Mame H1cTIE
Reported First Name D4 VID
Reported Middle Name
Reported Suffix
—Report Details Rec Type Pl P
[~ Contras| @ Add| = Delete | & Addons| F Fiter| 186 Modfy| B 5¢ pay Date ee212000 ||
Ze : = I »
Adive [~ Delte | SSN Name Reponed Last Name  Period Date we/oy/zoie |7
= Rate 11, 09%
7 001-01-4557 BIOLOGY, BETH BIOLOGY
- I- E & 3 Regular Deduction 180
el ]- ‘,'L 001-01-7581 CHEMISTRY, KIM CHEMISTRY 2%, Deduction 16,92
Gl e :
w
. . . . Rl = o
= Deduction Report Exceptions - Windows Internet... [= ||I:| |&|
———— 2,000
£ | https state.ma.us C P
WHISTLE, Di JR. ( o
0
Premium o
(CEPTIOM:Potential rate error: MTRS rate 11% School rate 9% ligibl =
/ FTE% 0
€ Internet - ®iosw - FTE Code
Salary 4,000
Paosition Coach v
ContrTerm 02
Pay Freq & W
Pay Dur 03
( Owerride Yas “w )
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Demonstration 8: Working in Report Editor (continued)

Step 7: Explaining a properly reported exception.

{= Comments - Windows Internet Explorer.

€ | https skake.ma.us

Identifier: 06-2010 Deduction Report

Save Cancel
Comments

Add Search

+ Contrds

Active Insered Date W Updated Date Comment Type Comments Followp Dats Insertad By

Insared Dater " Deduction Re WHISTLE, DAVID - deduction tzken on payroll in emor I/ Insered By:
0 ports WHI ; 1D - deduction tzken on payrollin emror, e, b

FI2/10 10:08:44 AM Will comrect in nest payrun - deduction should be $40 j igordon3

deducted 516,92 Updated By:

B Some errors will require an explanation to the MTRS as to why you chose to override the error rather
than correct the report.

B Some examples of issues that might need clarification:

B Your employee was paid eligible compensation but deductions were not taken

B An employee is missing from a pay period because deductions were not taken from his
or her first pay check

B An employee has an adjustment record to reverse a deduction taken from a previous
pay period in error
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Demonstration 8: Working in Report Editor (continued)

Step 8: “Missing employee” list.

Save Cancel

Trans=: 1402

Type: Deduction Report
Identifier: 0s-2010 Deduction Report
Cperator:

( Report Status Qverride:  yes W ’

/= Deduction Report Exceptions - Windows Internet Explorer

£ | https state.ma.us
0670-GOTHAM PUBLIC SCHOOLS

KCEPTION: Missing & record for: Member 555-00-1010 Pay Date 06/21/2010. Mate: If
this person has taken a leave of absence, ar been terminated, please update their event
¥CEPTION: Missing & record for: Member 555-00-1010 Pay Date 06/07/2010, Mote: If

this person has taken a leave of absence, or been terminated, please update their event %

Dane @ Inkernet

Ex

4 105% -

;'._:.'

m Header exceptions may be flagged if an active member’s record has been detected as missing from
the report based on his or her status, pay date and pay schedule (payroll calendar).

B Based on employment and events, MyTRS expects to find these employees on the deduction
report.

m This exception appears on the deduction report header. Review the list of employees for which
the MTRS is missing contributions. Add any missing records to the deduction report, when
appropriate, or update the Member Event if an employee’s status no longer requires deductions
(such as a terminated employee).

B You may also override this exception if no deduction was taken. If no deduction was taken
because of a processing error, please start taking deductions as soon as possible and contact the
MTRS to make arrangements for possible make-up payments.

B These exceptions must be resolved by updating the employee’s events or by overriding them at
the report level

B Report Status Override permits the override of all exceptions in the Deduction Report Header and
Details sections.
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Demonstration 8: Working in Report Editor (continued)

Step 9: Run or re-run an error report.

Save Cancel

oy
Report Status: Initial Trans#: 1402 &
Report Source ! EMPLOYER Type: Deduction Report
Date Received: | J Identifier: ps-2010 Deduction Report
Date Released: | § f Operator:
Report Status Override: yes v
View Summary xcept, Fepor Error Summary

/= Deduction Report Exception Details - Windows Internet Explorer E|E|

e
FLY

Diaduction Report Emors and Exception Summary Raport
Feporting Parled:  D&2010
H Employer: 0&T0 - GOTHAM PUSLIC SCHOOLS
" Generaled on:  OFAOZ2010 1108:54
Cenaraad by, Igorton3
Type Mamber S5H Mamiber Hama Rat Typs Pay OT tror | Excapllon Masszage mmue\
Error OO-XN-AEET BIOLOEY, BETH K IE6/21/20M0  |ERROR:Base eamings 0o nol maich salary, based on
ne FTE ang Pay Frefuency reponed. Please snsure
nose fleks are comect. If ey are, please use @ 5C
meciion code. =
Exzaption JO0C-H04-T581 CHEMISTRY, KIM N 0524200  |EXCERTICN Potential rate emor: MTRS rake 113 ¥
Sohool rae 0%
Exgaption HOO-HE-TEE CHEMISTRY, KIM N Q6211200 |EXCEPTICKEase eamings do not malch salary, ¥
¥ nased on the FTE and Pay Fraquency repons
nk yau for providng an SC comesion code;
pl2age confim inak It 16 comect befare submizing.
\j Exgeption HOOE-X-TEE CHEMISTRY, KIM K 0524200  |EXCEPTION Deguction wihoul eliglle eamings A
repaniad
1D Error JO0-X04-TEE CHEMISTRY, KIM N 0524200 JERRORFTE: Is 3 required feld.
Exzaption HOOK-XOK-B005 WHISTLE, DAVID C JR. K Q6211200 JEXCEFTIONZ% Deguction taken in emor A
Exgeption OOE-X-8005 WHISTLE, DAVID C JR. K Q6211200  \EXCEFPTIONPoential rate emor. MTRE rake 11% A
ol rate 0% )
b

€ Internet 43 - Hi0s% v

B After you have corrected any errors or exceptions, you may want to run an error report to check the
status of your records and make sure that all exceptions are either corrected or have been overridden
and explained.
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Demonstration 8: Working in Report Editor (continued)

Step 10: Submitting your report.

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions Deduction Report Payment History

Employer: 0670 GOTHAM PUBLIC SCHOOLS | Mew Deduction Report @

Deduction Reports

Report Status: [T
Edit Deduction Report Delste | Distribute

+ Controls

. Inserted Report Date Reporting - .
ctwe Date ¥ delesssale e tn Identifier Transz Total Due Total Balance

2010 | Pending | // 06/01/2010 | 06-2010 Deduction Report $2,524.00

&l 06/30/2010 Penang // 05/01/2010  05-2010 Deduction Report 1366 $2,534.00 $0.00

B At this point, the deduction report is ready for submission to the MTRS.
m Select the Active radio button for the deduction report.
m Click Submit.

B The Status of the deduction report changes from “Initial” to “Pending” and a transaction
number is assigned.

B The deduction report is uploaded to the MTRS for further review and finalization by your
district’s Employer Services Representative.

B Once the status is Pending, you can no longer modify details on the deduction report. You can,
however, update the payment distribution on the distributions tab if you incorrectly entered
information or neglected to enter your payment information prior to submitting the report.
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Demonstration 8: Working in Report Editor (continued)

Step 11: Your report is now a transaction.

Home » Employer Management » Review Employer Reports, Billing History & Payments

Deduction Report Payment History

Employer: 0670 GOTHAM PUBLIC SCHOOLS @\
Criteria
¥ View: [Defaul [ Add ] I
Trans Status: _C)par ;p_j Trans Types: | Coduction Report | Activity Start: f:'_ , j Activity Stop: f ] &
Totals: [Totziz | Trans#: |_
L
[ Fiter | [ Clear |
Transactions
[ wiew Trans, |
Controls
Active Trans# Trasactlon Status Type Identifier ACt"'t"‘ AS Balance Total Balance

Deduction

[15
‘ 1402 oﬂuzfzmo‘ Open $2,524.00
Report

[1=
TE&? 01/ 2016|

‘ 06- 2010 Deduction Report $2,524.00 '

® Now that your report has been submitted, a transaction appears.
® Once your deduction report is submitted, it then appears on the Transactions tab.

B The Transactions section of the Transactions tab displays a running total for the account; this field is
called Total Balance. The Total Balance is updated as you submit deduction reports and create
payments.

B You can review all transactions, including deduction reports and payments, on the Transactions tab,
or select filter criteria to view a sub-set of transactions.

B Applying a filter to view transactions: To see only certain transactions, use the fields in the Criteria
section, such as select Trans Status: Open and Trans Types: Deduction Report, and then click Filter.

B Reviewing employer account transaction details.
B Select the Active radio button next to a transaction in the Transactions section.

m Click View Trans. The Transaction Details pop-up window appears.
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Part 3: Processing your deduction report 84

Deleting your report

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions [EeSNedeh WLl | Fayment History
Q

Employer: 0670 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Deduction Reports

Report Status: Ilr:.a vl
r - - - F T oo 1
L Edit Deduction Report . Submit Distribute |

+| Controls

Insertad Report | Date Reportin i
Active rs eppr Fr 4 £ 9 Identifier Trans# Total Due Total Balance

= If you have a large number of errors and exceptions,
you may want to consider deleting the report, and
then fixing the reporting issues in your payroll system
and re-importing the corrected file in MyTRS

m If you find a large number of errors and exceptions in the report, you can delete this report, fix your
reporting issues in your payroll system or BERT, and import a corrected file.

B After you import a corrected file, you may still need to correct any remaining errors, and correct or
override exceptions, in MyTRS using Deduction Report Editor.
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Part 3: Processing your deduction report

Transactions sELIG LN EV Ll Payment History

Deduction Reports

Report Status: I nitial vI
l L Edit Deduction Repart I Submit ,_ Delete
+ ancros

Activel Inserted Report D

Creating a deduction report manually

Home » Employer Management » Review Employer Reports, Billing History & Payments

1 Distribute

MyTRS Training for School Business Administrators

85

| Date | Staws | ®
0200202010 Toirial

=
AN

Agreement

+ Conkrols
Sele
T

m Last Reparming Pericd

| 7| ooz

Generated Work Reports
+ Conkeols
Transs 4
1405

Identifier

7-2010 Deduciion Report

Repor Sounce

EMPLOYER

Totsl Dus

Status of “Initial”

*= The report will appear in the Deduction Report window with a

= Click Edit Deduction Report to enter deduction report details

m Districts that need to manually create a report, may want to consider using the MTRS BERT program
to create importable files. The MTRS BERT program can be downloaded for free from the MTRS
website.

B To create a new deduction report:
® Click on the New Deduction Report link.

m Indicate the reporting period for the report.

B MyTRS will create a transaction and the report will appear in the Deduction Reports window.
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Part 3
Processing your
deduction report

Reviewing and correcting
your deduction report

» Finalizing your deduction report

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM 141



July 2010 MyTRS Training for School Business Administrators

Part 3: Processing your deduction report

The fourth and final step in
the deduction reporting process:

1) Process your EFT payment

2) Import the deduction report file

3) Process the deduction report

4) Finalize the deduction report
process

= Enter payment distribution information

* Review payment history

* Examine transactions
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Part 3: Processing your deduction report 88

Finalizing
your deduction report

* For payments submitted
electronically, this function replaces
the MTRS deduction submittal form

Enter your EFT or check information
in the distribution record

® Once all errors and exceptions in your deduction report are either corrected or overridden, it is time
to finalize the deduction report.

B You can view all of the accounting transactions and in your employer account, as well as the status of
each transaction.
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Demonstration 9

Linking your payment to your deduction report

Step 1: Navigate to the Distribution tab.

Friday, July 2, 2010 | Welcome Irene Gordon [1want Ta: v| A

RS Go To Home Page -y
i MASSACHUSETTS TEACHERS' RETIREMENT SYSTEM e
| View Employer Information

Egaall Colondor

Review Employer Reports, Billing History &)

:\.fi:—'.'.'.-'Upde Member Information
Register Employes

.Impnrt MNew Systern Data

EmD|DYEI' Ma“ageme“t -ViE'-\'."UpdEtE User Information

o View Emplover Information Wiew/Update Your Password and Other Acgl

* View/Update Payroll Calendar
(- Review Employer Reports, Billing History & Pavment_s)
* Process Your Online EFT Payments

m Note: In MyTRS, the process of linking or applying a specific payment to a specific deduction report
is known as “distributing” the payment. Accordingly, as you will see, you will use the Distribute
button in the Deduction Reports tab.

® This demonstration assumes that you have already set up your EFT payment or have mailed a
paper check.

m Navigate to the Review Employer Reports, Billing History & Payments window either by clicking on that
link on the Home page or selecting that option from the I Want To: pull-down menu.
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Demonstration 9: Linking your payment to your deduction report (continued)

Step 2: Choose the deduction report that you want the payment to link to.

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions Deduction Report Payment History

Employer: 0670 GOTHAM PUBLIC SCHOOLS | New Deduction Report @
)

Deduction Reports

Report Status: [EXNMEG_—_—

Edit Deduction Report ] Submit | Delete | Distribute
Controls
Inserted Report Date Reparting
Active Date w qhhl: P A e Identifier Trans# Total Due Total Balance

[s] u;ffozf“om 06/01/2010| 06-2010 Deduction Report $2,524.00 $2,524.00

m In the Distribute window for the deduction report, enter your payment information. The MTRS will
use this information to match payments received to deduction reports previously submitted.

®m MyTRS applies payments to outstanding receivables (i.e., deduction reports) present in the Distribute
window. If you create a payment and no corresponding receivables are present, then the payment is
not applied until the receivable is created and the payment can be applied appropriately.
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Demonstration 9: Linking your payment to your deduction report (continued)

Step 3: Complete the payment Distribution pop-up.

= Payment Distribution - Windows Internet Explorer,

Dis tributions
Delete
+ Controls
Active Trans Type Diswibution Date D:t;g:‘r:‘:“ Fund Check/EFT=
C;“ Payment o7/oz2010 |4 2524,00 || Annuity Savings 1401] )
50.00

m Enter the Distribution Amount for each EFT and/or check submitted for this deduction report;
insert multiple lines if necessary. Note that a deduction report must be offset by an equal
corresponding payment before it will be processed.

® Click Distribute. The Payment Distribution pop-up window appears.
m Click Add. A new row is added to the Payment Distribution grid.

B Enter the Distribution Date. This field should reflect the date when payment was submitted
to the MTRS.

m Enter a Distribution Amount for each EFT or check submitted for this deduction report.
Note that, if there are multiple payments, the total Distribution Amount should equal the deduction
report Total Balance.

B Enter the check number or EFT number in Check/EFT# field for each EFT/check submitted for the
deduction report.

m Click Save.

m Click Close to close the Payment Distribution window.
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Demonstration 9: Linking your payment to your deduction report (continued)

Step 4: Payment history.

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions Deduction Report Payment History

Employer: 0670 GOTHAM PUBLIC SCHOOLS

Payments
Received Date Batch Mo Payment Type Check No Fund bament Reaning
| | | | _ Amount _Amount
07/01/2010 = [ —
06/30/2010 EFT
06/29/2010 (;heck Annuity Savings

m All payments entered into your account appear in the Payment History window:
m Pay Now EFT
m Checks

®m MyTRS applies payments to any outstanding receivables in the school district’s account.

m If you create a payment and it is not applied to a deduction report, then the payment is considered
open until it is applied appropriately.

B Payments created in the Process Your Online EFT Payments section appear in the Payment History
window.

B You can filter payments that appear on the window. Valid options are:

m Al
m Open (unapplied)
m Closed (applied)
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Parting thoughts...

Fe
‘ _ What's next...?
1) Contact your Security Administrator
y i for your username and password

| ‘“1 2) Log into MyTRS tomorrow to get a feel
for the system

step-by-step tutorials and information

' 4) For assistance or technical support,
contact your MTRS Employer Services
Representative—we’'re here to help you!

&'LU 3) Use the online Help resources for

m In addition to a comprehensive, searchable user guide, the online Help in MyTRS features the
following tutorials that walk you through each step of common transactions:

B Logging in to MyTRS B Deduction report imports

m Using basic navigation B Deduction report editor

m Viewing and updatng member data m Reviewing employer account transactions and balances
B Registering employees B Processing EFT payments

B Viewing employer information W Security Administration

m Payroll calendars

® You will find the name of your district's MTRS Employer Services representative in MyTRS by going
to Home > View Employer Information > Additional information. Or, look it up on our website at at
www.mass.gov/ mtrs > Employers > Contact Employer Services.

B As a reminder, when there are changes either in your school district’s business personnel, or your
phone number or other contact info, please notify your Employer Services Representative.
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Questions?

Security Administrators:
You have one more section

Please remember to complete your
program evaluation form and give it to
one of us before you leave...
Thank you for coming today!
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Western Regional Office
Located at the intersection of State
and Main Streets, diagonally across
from the Springfield Civic Center

101 State Street, Suite 210
Springfield, MA 01103-2066

Phone 413-784-1711
Fax 413-784-1707

Hours: 8:45 a.m. -5 p.m.,
Monday through Friday

Parking is available at the Bliss Street
Parking Garage and on the street
at meters

Cambridge Office

Located adjacent to the CambridgeSide
Galleria shopping mall and within
walking distance of the Lechmere MBTA
green line station

One Charles Park

Cambridge, MA 02142-1206

Phone 617-679-MTRS (6877)

Fax 617-679-1661 (main office)
Hours: 8:45 a.m. - 5 p.m,,

Monday through Friday

Parking is available across the street at

the CambridgeSide Galleria shopping
mall garage

July 2010

Contacting us

The MTRS operates two
offices; depending on
where you are located,
your employees should
contact the office in
Cambridge or in
Springfield.

If you have questions...
Employers should contact
the Employer Services
unit in our Cambridge
office for information.

Phone

To reach a representative,
call 617-679-6895, or,
for a specific person, dial
617-679-[ext]

Mary Ellen Bernier ... 6857
Mary Lynn Chu ... .. 6826
Christine Connell . . .. 6896
Lachelle Drayton. . . . . 6879
Robert George . . .. .. 6869
David Harbison. . .. .. 6873
Kathleen Kreatz . .. .. 6856
Shirley Kwan. . ... ... 6876
CamLluu........... 6852
Tom O’Connell. . . . .. 6865
David Percoco . ..... 6809
Patricia Raynowska . . . 6850

Fax
617-679-1661

E-mail
empsup@trb.state.ma.us

Online
Go to mass.gov/mtrs
and click on Employers
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